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_ management executives 


Election night — in a data processing center See page 54. 


e AMA office management oference stresses automation, systems, 


human relations ising pe rsonnel shortage 


e Brainstorming—how this new technique can aid your operations 


“ied ae ee! ee es ate, eu = 2 Sa i «se ers ae tase aee * ee Se), cee ea eee gy 
ie ‘ee lee Me ae f ‘ ~ : . non en! oo 
2 » tj i 4 . x ‘2h E 
eT po cs ae aoe 
et, he 7 Pry e ee 
ae . - Li 
re rat ° fs 
— Ul . _ 
— aes rs ee fae ae see eae.” a a 4 : a 
_ : ee om i" : 
ia 7 oe haa = be 
= ' feof a = 
ms november 1956 “Z — | 
: j : , Re eee ae 
= gp or Tae ‘i te aie Fn . - gt 
a a é a 4 ee ; b * e , i 
: : . + . _ i ss 
ie eee ee _ : a gees - | 
fs « the magazine for — * <n ie 
id a esl tice ge ies 
T fal pe _ 
P a | wil 
s : : | oa : ge al 
} ‘ ‘3 rs. > ] ; , si q 4 F 2 <q 1 ; ; 3 nat . 4 
3 @e - | ag - b 
Wea ae a, er « ‘ * 
UE ; Az ; 4 M { : 
ial: 6 ‘ é | pgahamie ba ots J ; » 2 
* ‘ = h, . | ho? = ‘i uses tals if SRE Baki a 3 ; 
x : / , ‘ —_ : 24 r , b P : Al a=. ial my a pie’ se a” . ” 
A i . a I - - ee 
m “ | Sa ; m3 5 ie. 
a Pee. ae : oie : = 3 q . > oe a Ee 
: >< oe. rL ef ‘ ws r i | ia : 
a \ J : Aa oe » #2 _v ia Se 1 ae 
ee 3 ac : 7 Ne — a bt e 
-_ ' | ham od ‘ee - ae 
. . . ; ’ . = 
ay f \ oe ’ 9 = 4 ie 
ae 4 : : ' 5 ._ ¢ : 4: rae fans z 
ite * > ) ; 
a. / er . . ; : y 
ad : “. > } -. ‘a ' Za "o 
ee ‘ * > & ‘ -\ —— 
7 , 7 Y 
— az : a Be 
J - a : : > ‘ ia / ‘ - 
a q a a) y } ? a 
3 ne , 4 , 2. ; \ i 
ee & |. ae ra ¥ 7 - } : 
ae <a ae : - eh ; [ 7 
eli, y tye a ue a ae Pr co - y 
iE “ 4 - - aes 2. a te i eg 4 owes i" ~~ nr ae 
§ aes en: Pe ca +t . ~ - a : i ee ‘ - 3 ; 
- = ¥ - a €; a “i 4 4 * i} * ’ d J ,o 
, oa) ethge | fi ee . 4 - * : ,. rr 
a — | 4 ry — i » D, . 
a on, at alg: Pe 4 x. ram’ ‘- \ ae “ ae a : ae Fld 
* at a ie J 5 2 om ~ nie ’ 7 ed 4 ral ——_ 
a pi a 5. ie a aieie ‘ ‘i Pa et 
4 > ej. i . F a "4 "ae 
| a —— my oa 
- e ; Bag a ae | — cs as md ‘ 
a) TES 4 Sal . » ¥ ES . : i 
3 at, a ee oo a. a Cl ro on 4 ——a ie 3 
r is ] mae q q - J a (a - ee - » eo): j 
— , : 5 a - ant ~~ - a . 9 
aie. . Ee ee ae! a oe 4 
- iy ie Be» —— 7 a a 
ey Ps ,# Pee — i. j ys fag : “a pao ae ad . - —_ 
a ee . / Oe ge. “i re f‘ <2 ie | Re 
1 bo A Ps oP F mM fs je _ J . 4 hi A [ eS, } 7 
" ig yi od p ie ii) 2 fe i ge ‘ t _ 5 
- I : 
: } Re “a nal he Y 
a ~ ea j 
4 irs 
— iP 
: oa es . ‘ ; 4 4 eA is ; “ae 
Panes be oe ee ta q 2 “iE: 2 : ue a . aa Ye | cia y wees | ~ 
— | a — oF : ae ge sere ee : * + 2 ae EP es “i ‘de é 
(a j ae Pts a V A <a shy. A. " ' > A ees rs ny 
ig 3 “is “ ee s we ts w - }- ¢ Da 4 i on oy a {¥ ni ¥v > 
= _ co cide fae a ai , ’ : r 


IBM 


announces the 


“single step” data processing 


...newest concept in business record-keeping! 


“SINGLE STEP” data processing 
means the ability to process each trans- 
action as it occurs—at the same time 
updating every related record on file! 

This revolutionary new record-keep- 
riye concept Is made possible through 
the exclusive features of the IBM 
random aceess memory, With a ca- 
pacity of 6,000,000 to 24,000,000 digits 
of business facts and figures, the IBM 
650 RAMAC can put the finger on any 


one fact instantly... for processing or 


DATA PROCESSING 


ELECTRIC TYPEWRITERS 


reading out... without time-consuming 
searching or sorting! 

At interrogation stations of the 650 
RAMAC, direct inquiry can be made 
into this tremendous memory file. 
Through automatic typewriters at these 
locations, the system instantly provides 
answers that reflect the latest trans- 
action against sales, inve ntory, cus- 
tomer accounting .. . any accounting 


ree ord 


With these updated fucts, manage 


TIME EQUIPMENT 


ment decisions are supported by the 
full weight of current business happen- 
ings! lo bring your company up to-date 
on this latest development, call your 
local IBM representative. 


International Business Machines ¢ orporation 
590 Madison Ave., New York 22. N.Y 


DATA 
PROCESSING 
MILITARY PRODUCTS 


1s |g 


, @_< 
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Telephone plan 


Keelor Steel Co. of Minneapolis 
started advertising its NO-SEE 
Grass Barrier to the garden trade 
three years ago, answering all in- 
quiries by telephone. Today, the 
product is handled by dealers all 
over the country. 

“IT call my distributors regu- 
larly,’ says Mr. Keelor. “It gives 
me a running account of their in- 
ventories and sales... plenty of 
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William Keelor with his NO-SEE Grass Barrier that prevents lawns from invading flower beds and shrub borders, 


helps build national distribution 


leeway to plan production. Tele 
phoning’s the most economical way 
I-know to put my kind of product 
across.”” 


This is only one of many ideas for 
economical use of the telephone in busi 
ness ...tdeas that can help you. A 
telephone representative u ill pladly 
discuss them with you. Just call your 
Bell Telephone Company business office 
today. BELL TELEPHONE SYSTEM 


LONG DISTANCE RATES ARE LOW 


Here are some examples 


New York to Wilmington, Del. 60¢ 
Dallas to New Orleans $125 
Minneapolis to Cleveland $140 
Milwaukee to Boston $j 60 
Los Angeles to Tulsa $100 


These are the daytime Station-to-Station rates 
Add the 10% 


for the first three minutes 
federal excime tax 


Call by Number. It's Twice as Fast 
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it's all brand new, but 
comtortable as an old shoe 


- 4 That’s a good description of a Macey- 
Fowler office, for while they are planned 
for efficiency, Macey-Fowler offices are 
planned for comfort, too . . . because it is 
well known that men do their best work in 
pleasant surroundings . . . particularly in 
these days of tension and stress. 


On the practical side, a new and well- 
planned office is a sound business invest- 
ment, which pays dividends in working 
efficiency. 


eh’ 


The best way to tell how a Macey-Fowler 
office will ‘“fit’’ your needs is to talk with a 
Macey-Fowler man . . . for whether your re- 
quirements call for a single well-organized 
work desk, or a complete executive suite— 
you'll find that for quality and service your 
dollars buy more at Macey-Fowler. 


= 


Sone = 52 3S 


Ee rcerraiey eo WERE gS soe: 


ee ee eee 


oe) 8) Ss S 7° Eee mae. @ oe eee 
2) Oued) CCS RS VOSSEREFVI SES 


a BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 Mac e V Towler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


SS eee 


we) | al a4 ie 3 =— 3 3 , 
. 
; : 
WO 
+ = . ‘ er" 4 
meal E/ wr ra 
‘ * 
‘ 
(/ 
4 
ye. . a ¢ P,¢ 
ei ’ - 
re ae a 
Y we : 
= ™ 
f ' pe ‘ wT eee | ‘ 
-— ' '  - \ ie oh m8 : Wey i: ; ) : * 
a ul ' * A i ; | | 4 + 0 8 ie : » ee 3H 7 oq a4 2 Pe : $i ’ P 
er ¥ q q 4 i bac 4 AY *) ial St Go ioe. ie oti, ger 2 ‘ ‘ 
act aa | a fo 
2 * a ate ” Las ; Me A at Mewes ee BF, 3 
as % : ¥ b) 4 st ; ‘ q ep % “lh i . zt ‘ 3 bw = - ° 3 4 
Yi 18 b o 183 is ae y A alll aaa 
4 A " % " f " ahead , He tiem ai x ay ‘ mn . } is 
he ‘a " ’ ' os ‘ie - A, ta " 2 bs 7h 
| ., iy ’ 4 | $ | ae ! ! : r . 
& 7 » | oh +. A 4 3 
- oe : me “a4 “ “ TP. d ' b> 
: ad 2. ote aa) . 
ARE _ . erene ac 
ee on . . Si , Be si 
eS: ‘ " “b é } cm 
Ne “ ’ . a5 ia ‘ - ° CP sae 
; . ae b i q 3 ak 
2é maa .. ¥ ; 4 : 1 4 ~ af 
Bit 4 : 1 y = il ‘ Led: 
: S ™. oe 7 ae S , 
. % “ irre. as 
i 2 — >» <™& ~ ‘ eo 
ay ; ts : maid = bis 
; “a - _ at Bs 7 
5 "i € ? * ~~ 
Re : ‘ : e ae ie ey va e is =. peer? 
5 i ’ ; ~ . 9 * _ | § > ft oe = oS Te 7 r i . 
Pp: : j : ae ak, - ye. ce — P = a. ! ie a . . ty met 
G 3 ’ A wedi a q ay eT . i # 
=m a! | a. “s La > ioe Ps ay 
iS P a et é ea on ne se? 
o 0 sat —_ ep a * x » 3 <a “ 7 Hee . 
8 8=—léC “rc A 
a a“ — aS ‘ a. ih hae 
ae. ee er jo Oe + P. a ‘it 
jo) ii é ap —— fi AE * “= ae ae 
ae — ~_ be hy. . . ree. ‘i — « ae 
—  ! sige A tie < ai Ale ‘eES 
- he oe ee a : ine ¥s * a . o r 3 \ 1" 
; ea che | / tg _ A “ 4 a _ re a ell. 
ft gy ae a a 3 Bi * ~ 7 oe 7 77 a : i 
= : m4 “ae Be 7 ge - : i ) fa oe f tt * 7 se : { i 
vy 5 a. 7 = f ie ? : a hee + Paihia’ £3 / 7 a Es © . i ie = : 
> i - — Pf 4 eae 
en ’ F _ ee - ; , 24 Te Pou a "a ei: a zy a ¢ a ; 3 
1 ; * . g . : 2 oa ‘ - esi a a ' ai | : 
eS a ; 7 f Baas ap: —_— iM ee 
By Fi a _ : = a a a thy ay . . : ¥ : - + * , bi = , 
rae . : : oe Q ee « ‘ae hp See efised ‘ 2p elee cad ~~ } 
re 
eC 
r= a Ze pees | gee i, - > vee 


NOVEMBER 


Volume XVII No. ll 


1956 


Published monthly by 
GEYER-McALLISTER PUBLICATIONS 
Andrew Geyer-MeAllister, Inc. 
Publishers since 1877 
212 Fifth Ave., New York 10 
MUrray Hill 9-4411 

PRESIDENT 
M. A. Geyer 
VICE-PRESIDENT and GENERAL MANAGER 
Donald McAllister 
EDITOR-IN-CHIEF 
Thomas V. Murphy 
EDITOR 
Robert M. Smith 
MANAGING EDITOR 


Robert Beeman 


ASSOCIATE EDITORS 
David S. G 
Edith Conner 


Lewiston 


ADVERTISING DIRECTOR 
Hugh Ward 


ADVERTISING and BUSINESS MANAGER 
James E. Neary, Jr. 

MIDWEST MANAGER 
John M. Smythe 


ADVERTISING STAFF 
Fred Steinhilber 


David Sloane 


CIRCULATION MANAGER 
M. T. Weeks 
PRODUCTION MANAGER 
James V. Quirk 
ASSISTANT PRODUCTION MANAGER 
Milton Sharon 
ART DIRECTOR 
Joseph Hochfeld 
ASSOCIATE ART 


Anita Grauso 


DIRECTOR 


BRANCH OFFICES 
BOSTON (10): 212 Summer St. (Rm. 600) 
Hancock 6-5390 
Charles GC. Kretschmar 


CHICAGO (1): 228 N. LaSalle St. 
State 2-291] 

John M. Smythe 

William Murray 

Arthur Hutchison 


TOS ANGELES (5): 3257 6th St. 
Dunkirk 76149 

Chris Dunkle & Associates 

J. R. lander (Editorial Representative) 


SAN FRANCISCO (5): 681 Market St. 
Douglas 2-4475 
Alexander Rattray 


MEMBER 
Audit Bureau of Circulations 


Associated Business Publications 


Manageme nt 


office 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


In a rut? (Editorial) i} 

AMA meeting stresses automation, systems, to offset 
personnel shortage 12 

How “brainstorming” can aid your operations 5 
by Richard N. Paull 

Intricate communications system featured in 
new Standard-Vacuum offices 17 

Building a program of effective human relations 
(Conclusion ) 50 
by Ralph W. Fairbanks 

How scientific are your management decisions ¢ 
(Conclusion ) 52 


by Eugene FE, Jennings 


“Our next President is...” 


Automation 


in the office 


Tools of the Office series 
This month: Typewriters and microfilm equip- 


ment 
by Robert Beeman 


via electronic computer 54 


Model agency’s model office proves glamor 


can be efficient 


82 


STEVENSON or E;senhower 


and by how much? This 
spot in the Remington Rand 
yuilding in New York could 
be the first piace in the coun 
try where the outcome will be 


known with something like 


certainty. It's here that the 


Univac electronic computer, 
on the basis of trends shown 
in ¢ arly returns, wi lorecast 


election results. See page 54 
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MILLIONS of 
dollars are being 
saved yearly by 
hundreds of 
companies, using 
this DRY, 
ELECTROSTATIC 
COPYING 

_ PROCESS 


How XEROGRAPHY 


can cut duplicating costs and 
speed paperwork for YOUR company... 


Since xerography was introduced, hun- 
dreds of companies have found thousands 
of applications for this fast, economical 
process which copies anything written, 
printed, typed or drawn onto masters for 
duplicating. [ts uses are ever-expanding! 
Folders are available telling you what 
xerography is and what it does, “Proof- 
of-performance” case histories showing 


savings from $8,000 to $250,000 a year 


‘ibs 


‘a Anything written, printed, typed 


or drawn can be quickly copied by 
xerography onto mas- 
ters for duplicating. 
Copies in the same, 
enlarged, or reduced 
size can be made 
from one or both sides 
of original material. 


THE HALOID COMPANY 
56-47X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 


4 For More Information From Advertisers 


by individual companies are also avail- 
able telling how these companies, larg 
and small, use xerography Some @x- 
amples: An industrial firm saves $18,000 
a year on various applications including 
production order writing. An insurance 
group saves $10,000 a year on its direc 
tory. A grocers’ cooperative saves $15,000 
a year ona price ord I book alone \ ce 
partment store saves $9,600 yearly An 
automotive manufacturer, among other 
uses, Copies engineering drawings in re 
duced size by xe rography saves $2750.000 
a year. These figures are taken from a few 
of many case histories on the amazing 
savings being made by the use of xerog 


raphy in business, industry, government 


WRITE for xerography folders and case his- 


tories showing how duplicating costs can be cut 


and paperwork speeded in your particular field 


® 
The fastest, cheapest, most versatile way to make masters for duplicating 
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Human relations still vital. 
says LOMA speaker 


The importance of human beings, 
rather than mechanical and electronic 
aC omplishments, was stressed at the 
recently concluded 33rd annual con 
ference of the Life Office Management 
Association. 

Warren J. Moore, LOMA president, 
told the conference at its opening ses- 
sion that business men must learn to 


place more importance on people and 
less on things. He said that “ours is 
aA SO ely ol people. We each have our 
ambitions, problems, special talents, 
and special shortcomings. We don’t 
CXist as $O many employees, or so many 
policyholders. We are individuals, and 
the better we understand each other, 
the better will we be able to treat 
and serve one another.” 

Noting the increased recognition 
given to human relations in recent 
years, he said, “Industry now treats 
the individual as a unit, which both 
thinks and acts. It plans its program 
of human relations accordingly. Em 
ployees are not treated as mere pickets 
in a fence, or cogs in a machine. They 
are accepted as associates who have 
self respect and self-confidence. And 
the result is not only a higher degree 
of labor-management harmony, but a 
higher rate of production and efh 


c1ency Pe 
Automation can reduce duplication 


The effects of automation in terms 
of company operations were discussed 
by A. B. Toan, Jr., partner, manage 
ment advisory service, Price Water 
house & Co. He said that automation 
couk change present organization ol 
data handling as well as the present 


pt of clerical work. 


conce 

“So long as work is done by human 
beings—who, with some of the present 
rates of turnover must constantly be 
replaced and with ma hines with 
very definitely limited powers, it is 
necessary to organize it lor mass proc 
essing by breaking it down into its 
simplest elements, and by assigning 
only one or a very few elements to any 
one work unit,” he said, 

“That is why in insurance, as in 
most businesses, we find an organiza 


rh 


6 


tion has grown up based on a hi 
degree of specialization. This special 

g f sy alization. s special 
zation extends to the records them 
selves, so that we find a lot of rec 
ords all be iring on the same ti 


ing 


(To page 8) 
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McBEE 


Punched-card accounting for any business 
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It’s been the same for two weeks now. Up 
at 6. Home long after dark. And George has 
only himself to blame. 

George has a nice little company all his own. 
Not long ago, he introduced a new item, It’s 
hot — priced below competition, selling well. 
Yet his monthly statement keeps edging 
toward the red. As George works nights to 
find what’s wrong, it’s becoming obvious 
that late and incomplete cost reports led 
him to set his price too low. 


Too bad someone didn’t tell George about 
the Keysort Plant Control Plan. With PCP, 
he could have had fast, accurate reports on 


: e, 


Manufact 


red exctu 


Offices in principal cities ¢ In Canada: The McBee C 
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ively by The MeBee Company, Athens, Ohio * Division 


all his operations — when he needed them, 
Thus he could have set prices to cover costs 
. could have marketed a 


product with a built-in profit. 


compet itive 


The Keysort Plant Control Plan can supply 
every fact you need for production and cost 
control. Plus the on time, accurate reports 
that provide a regular check on your plant’s 
performance. Monthly, weekly, daily — as 
your needs require. At remarkably low cost. 
The nearby McBee man has 
which will show you how it’s done. Phone 


a pre entation 


him, or write us. 


of Royal MeBee 


Drive, loronto 16, Ontario 


(a poration 
pany, Ltd., 179 Bart 
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THE PEN THAT FILLS ITSELF 


Gsterbrook 


MODEL 444 DESK SET 
for general office and 
public counter use. 


MODEL 4410 DESK SET 
colored Permalite bases 
for that “important” look. 


MODEL 4430 DESK SET 


onyx or Carrara bases 


8 For 


that say, ‘boss man". 


neady to wule 


The Esterbrook Desk Pen fills itself instantly—every time 
you return the pen to its socket. The base holds 40 times more 
ink than an ordinary fountain pen. Needs no attention for 
months on end. Try one on your desk for 30 days. Your 
money refunded if you are not completely satisfied. 


CHOOSE THE RIGHT POINT FOR THE WAY YOU 
WRITE — BY NUMBER. More than 30 point styles. 


4 THREAD THE POINT OF YOUR CHOICE INTO THE BARREL 


U! * a 
d 4 x Y & 
THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East, Toronto 


ove 


“o 
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on the policy, for example—but none 


complete in itself, and all (in total ) 
comprising an impressive amount of 
duplication. 

“The availability of more powerful 
electronic equipment gives manage 
ment the chance to start to reverse that 
trend. It gives a company the chance 
to eliminate an appreciable amount of 
duplic ation by consolidating these par 
tially complete, dispersed records. It 
provides a chance, by having more 
information in one spot, to do things 
with that information which could be 
done only with difficulty, if at all, 
when the information was not central 
ized. It provides the chance to per 
form electronically work which was 
not heretofore mechanized even to the 
extent of using the machines to make 
simple and even relatively complicated 
types ol decisions.” 

Mr. Toan added that in terms of 
“economic strategy” this approach calls 
for time, for a highly skilled study and 
implementation team, tor a substan 
tial amount of money, perhaps in the 
millions, before economic return is to 
be realized. And it probably means 
that an “appreciable dent” can be made 
in clerical costs if the concept is strong 


ly applied. 


Mechanized work is more accurate 


Another speaker, James Gibbons, di 
rector of management advisory sery 
ices, Price Waterhouse & Co., said that 
standards of accuracy and _ reliability 
in mechanized operations tend to be 
better than where the work 1s per 
formed manually. 


“The high cost of error prevention 


and correction today in a manual sys 
tem,” he said, “is in many cases not 
known, but it is evident that super 
visory expense and the overlapping and 
duplication of functions now employed 
as a control element in manual systems 
can be extremely costly. Much equip 
ment in use today is of such high ac- 
curacy that error rates are measured 
in terms of occurrences per hundred 
million operations. This single feature 
of electronic equipment is most attrac 
tive.” 

The speaker declared that the cost 
of doing clerical work by manual 
methods continues to rise, not only in 
direct costs but in the various fringe 
costs, which in most businesses secm 
to be at least ten per cent of payroll. 

“Generally speaking,” he said, “if the 
simple elements of clerical work are 

(To page 12) 
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CREATED BY SECURITY STEEL 


The attributes of success in a man or a company are seldom more 


keenly etched than in the office equipment selected. 


Both embody qualities which are vital to success—efficiency, stability 
a new and dynamic conception, And because these features are basic in the 
superb line of Crestline desks, files, chairs and tables, you find them 


the choice of discerning management—Crestline bespeaks your success. 


We shall be glad to send you our newest Crestline catalogue and 


the Office Plan Rule which is a great help in arranging good work areas. 
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* Automated Data Processing by Moore 


A question confronting many companies is this—‘‘Will 
automation help us?’ If so, ““What kind of automation 
will help us, and where do we start?’’ When deciding 
what to do or what steps to take to process data auto- 
matically, the Moore representative is a helpful man 
to call in for advice. He can help you plan the system 
that’s exactly right for you .. . the system that helps 
you meet your objectives economically and efficiently. 


L—l—— + 4-4 - + ~~ ‘ 


Early in the planning stages he can design the correct 
forms-system that will give you the utmost from your 
data processing equipment. Moore doesn’t make ADP 
machines, but forms only. If automation will help you, 
ADP is a logical starting point, because proper form 
designs and construction play an important part in 
sound planning for a data processing system. An ADP 
system can be installed all at once or in planned stages. 


id 


| i & 


The Moore man knows automation and brings ‘composite’ experience 
to your problem, Behind him are the resources and wide experience 
of the world’s largest, most versatile manufacturer of business forms. 


Faster shipments and complete control—with ADP 
A small or medium-sized company can improve its order handling 
and invoicing by using fundamental ADP applications 


SEE CASE HISTORY ON FACING PAGE 
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SALES OFFICE—Customer orders are received by mail or 
telephone in the Sales Office. Many of these request ship 
ment same day. The Sales Department types a Moore 6-part 
Speediflo Invoice form. At the same time 


WAREHOUSE 
warehouse. On the receiving machine a second form set is 
automatically typed. This set includes the Bill of Lading 


Data on the tape is wire-transmitted to the 


as a by-product 


copies, a packing list and label copy and a warehouse order 
a tape is punched, automatically. 


of the typing which becomes the notice of shipment to the Billing Dept. 


A new invoice containing back-ordered items 


PRICING CLERK —The warehouse copy is sent to the Pricing SALES OFFICE 


Clerk—for pricing quantities shipped and marking back- 
ordered items. Extensions are computed and entered on the 
form. It is forwarded to the Sales Department where it 
will be used as a basis for completing the invoice 


is prepared and data is wire-transmitted to the warehouse 
Here a new Shipping set is prepared and filed until the new 
stock is received. The system has provided faster work flow 


with accuracy in transmitting information 


Moore Forms are the heart of the system . 
... they deliver the ADP benefits ww The Moore 
; f Work “es 


Moore’s ‘Automated Data Processing’ Shipping 


Any company, large or small, can enjoy 
practical ADP benefits like those above. 


A good start is calling in the Moore man 


means the continuous and integrated - 


operation of data processing, using auto a, 


matic machines. The small or medium to review your system requirements for = 


sized company can realize the benefits of improvements. He's in the Classified or 
ADP without serious work interruption, can be reached by writing the Moore office 


The Moore 
nearest, below 


disturbing change or costly investment. 
6 part 


Speediflo 


MOORE BUSINESS FORMS Ee 


Since 1882 the world’s largest manufacturer of business forms and #eyatems. Over 300 offices and factories across U.S 


NOVEMBER 1956 


NIAGARA FALLS, N.Y. DENTON, TEXAS 


. and Canada 
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eee secause or DIEBOLD 


Immediately after a fire, everything you do 
will depend upon the condition of your rec- 
ords, If they have been preserved in a Diebold 
safe or insulated file, you can collect accounts 
receivable... prove your claim for settlement- 
in-full on fire-loss insurance .. . re-establish 
credit... and plan to resume business. 


Experience proves that 43% of firms losing 
records ...in fires... FAIL! If your rec- 
ords have been destroyed, will you be out 
of business? 


NOW is the time to measure your fire-sur- 
vival risk with the Diebold Fire Hazard Chart 
... and let us prove its validity with THE 


SAFES wide range of SEVEREST TEST, an interesting business- 
sizes in), 2 and 4-hour Un. 
derwriters labeled models. survival experience. Call your local Diebold 


representative, or write today. 


PROTECT YOUR VITAL RECORDS 
witH DIEBOLD s~¢re_es 
AND INSULATED FILES 


PROTECTED BY 


Diebold’ 


NCORPORATEO 
on Mulberry Rd., $. E., Canton 2, O. 


INSULATED FILES T-hour 
Underwriters labeled ms 2 
2. J and 4. drawer letter and 
legal models check, cross 
file and tab-card units. Com 
bination locks available N-30n-DI 
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(From page 8) 

analyzed and costed, particularly those 
involving calculation®, they can be 
done many times more cheaply by elec- 
tronic equipment than they can be per 
formed by human effort. 

‘Thus the use of electronic equip- 
ment may produce significant savings 
through repla ement of human effort, 


becomes 


and the use of equipment 
even more attractive when it is consid 
ered that its costs, while essentially 
high, tend to remain level while costs 
of manual clerical effort continue to 


rise, 


Job discrimination hit 
by P-B president 
In a recent speech before the inau 
gural dinner meeting of the Minne- 
sota Fair Employment Practices Com 
mission in St. Paul, Walter H. Wheel 
r, Jr., president of Pitney-Bowes, Inc., 


inst 


denounced job discrimination ag 
minorities as “shock ng inefhiciency” 
and “moral erosion.” He declared that 
“the need for a positive Ch aie 
ment program by industry and govern 


ment 18 a crowning piece Of irony in 


American life.” 


‘The irony is both material and spir- 
itual,” he said. “We are the model of 
the world when it comes to producing 
goods efhiciently and we send produc 
tivity teams to Europe and Asia in the 
hope that other friendly countries will 


follow our example. 

“Yet, where ten per cent of our pop 
ulation is concerned, we stl practice 
shocking inefficiency, condemning tar 
too many of them to an artificially low 
income and a waste of valuable skills. 
This is, at the very least, a sad con 
dition, and one that affects the wealth 
and physical well-being of us all. But 
the material harm is nothing like the 
damage we do ourselves, ar the cause 
of freedom we stand and fight for, by 
practicing and condoning racial preju 
lice. 

“We should not delude ourselves 
about this. When we discriminate 
against any of our fellow men_ be- 
cause of color, creed, religion, or ra 
cial origin, we are doing wrong. The 
moral erosion that takes place when we 
do wrong, and know we are doing 
wrong, is a terrible and tragic thing. 
It wears away our strength and dulls 
our purpose, at a time in history when 
we need every bit of both we can 
muster.” 
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Now! The only one-step, 
All-Electric Copy Maker! 


RESEARCH 


COPYING MACHING 


sToRyY 


Make copies directly 
from your originals without chemicals or negatives 


in just 4 seconds by electricity alone! 


Now you can make 4-second copies of confidential executive letters and 
business data without any material leaving your office! Thi is All-Electric 
copying and only the beautifully styled THERMO-FAX " Secretary” 
Copying Machine offers it. This exclusive All-Electric process eliminates 
all chemicals, negatives, fumes or liquids. You get copies in 4 seconds 
for less than 5¢ per copy, made in ordinary office light. You get copies 
of the things you need most right when you need them most! Make a date 
now to find out how the money and tume-saving benefits of All-Eleceric 
copying can serve your office. Call your local dealer or send coupon 
below for complete details now. 


‘ Minnesota Mining & Manufacturing Company 
: Dept. KN-116, St. Paul 6, Minnesota 
= 
P ermo ax Send complete details on the money-saving, time-saving All Electric 
. Pree THERMO-FAX Copying Machine 

; COPYING PRODUCTS 
Name 


Company 


The terms THERMO-FAX and SECRETARY are 


trademarks of Minnesoia Mining & Mig Co Address 
+3 St Pawl6. Minn General Export 9) Park Avenue c 
New York 16," Y. In Canada: PO. Bos 157 Wy 


London Ontario 


Gecectenecesenrenestveesennaneenpunenranveureranpensemnanrenenben 
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ANY WAY YOU 
LOOK AT IT... 


A look from this 
angle shows the 70's 
clean, functional 


design and its 
precise handwheel 

controls that fit 
the chair to you, 


NEW HARTER / O EXECUTIVE POSTURE CHAIR 


14 


Take a look at that new backrest —it's manly without being 
cumbersome, And the Model 70 rea//y delivers comfort Dee Pp 
molded foam rubber cushions and correct Harter posture design 
see to that! You'll like the flawless metal finish, and the fine 
tailoring of colorful upholsteries. The Harter 70 helps you 

feel fresh as you work and adds to the appearance of your office. 


Test the 70 in your office—without any obligation 


Write for informative booklet, "' Posture Seating Makes Sense 


We'll send name of your nearest Harter dealer. 


In Canada: Harter Metal Furniture, Ltd.. Guelph, Ontario 
In Mexico: Muebles Briones, §.A., Mexico City, D1 


—RIARTER ‘cusins: 
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+H Harter Corporation, 1142 Prairie St., Sturgis, Mich. 


In Short— 


University of Chicago to present 
automation conference this month 
Following last year's initial conter- 
ence for senior officers on office auto- 
mation, the University of ¢ hicago will 
hold a second high level conterence 
called “Automation for Senior Ot- 
ficers,” at Chicago's Conrad Hilton 
Hotel on November 15 and 16. The 
conference will feature small group 
workshops, pane] discussions, and gen- 
era) addresses. Among the speakers 
will be Dr. Willis Ware, Rand ¢ Orp.; 
Professor Edward L. Wallace, Univer 
itv of Buffalo; John Diebold, John 
Diebold & Associates, New York: 
Richard Canning, of Canning, Sisson, 
and Associates, who will speak on 
“Planning Initial and Continuing 
Action”: and Associate Dean James 
Lorie, School of Business, University 
oO, whose subject will be 
“Capital Budgeting Problems Involved 
in Automation Planning Ata Fn 
day session, entitled “Policy and Re 
view,” Prof. Wallace will review top 
management decisions, initiation of 
policy, and changes and review of pol 
icy. Afternoon workshop speakers on 
management policy will include Gen. 
Clinton F. Robinson, president of the 
Carborundum Co., Robert M. Smith, 
editor of Office Management, and 
Gordon Carey, vice president, Com 


monwealth Edison Co. of Chicago. 


Automati conference for senior 


officers planned by Fordham U. 

A conference on office automation 
with the theme, “What Should Senior 
Officers Know About Automatic Data 
Processing?” will be given at the 
Hotel New Yorker, New York, No 
vember 26 and 27, under the joint 
sponsorship of Fordham University 
and the Third International Automa- 
tion Exposition. Senior ofhicers of com- 
panies and organizations now using 
automatic equipment will present their 
own case histories, including their ex 
preliminary studies, con 
version, and operation of their sys 


periences W ith 


tems. Subjects listed for discussion in 
clude: “Preliminary Planning for Sys 
tems and (Crganization Changes,” 
“Problems of Stafhing a Research and 
Preliminary Investigation Team,” 
“Problems of Training for Automatic 
Data Processing,” “The Many Differ- 
ent Areas of Application of Automatic 


Data Processing Equipment and Sys- 
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VERIFAX A. B. DICK 
STENCIL 


MULTILITH DAVIDSON 


... Unless It’s 


=H Repro- Black 


at og = Pen-Cils 
by (FISHER 


A Superior New Ball Pen for Gen- 

eral Office Use which will Reproduce 

Perfectly on Practically All Office 

Duplicating Machines, including 

Offset, Photocopy and Photographic 
Equipment 


| 
: 


THERMOFAX 


Guarantee 


“Guaranteed to write 


. 
dip twice os for os most other 


boll pens ond os well or 


\ 90 better than ony you have 
\ Cc ever used” 


\\ per doz Kink 64 huahev 


Owner, Fisher Pen Co 


al Sold Exclusively Thru some of the Befter Stationers 


Manufactured and Guaronteed by Fisher Pen Company, Forest Park, IIL. 


[* 
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Even the tough jobs have a way of looking easy when 
ou have a “Correlation” Desk Unit working on your side! 
You enjoy the right amount and kind of work space you 
need . . . because you can tailor your color-styled Steel 
Age Correlation desk to your own special requirements. 

You can make up space-saving, work-saving Correla- 
tion units for every job in your office, from business 
machine operator to Mr. Top Brass himself. Your Steel 
Age Dealer has the whole exciting story . .. or you can 

review it in the colorful brochure which this coupon 
beiaas you. 


Corry-Jamestown 
Mfg. Corp. 
Dept. G-2, Corry, Pa. 


Desk Brochure. 


of Modern Offices” 


Branch Offices: gees 
Atlanta + Boston + Chicago Compeny 
Dalias + Detroit « New York Street 
Oakland + Philadelphia + Seattle <,,, Sete. 
t i 
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“The Quali ty Choice Please send me a free copy of your “Correlation” 


tems,” “Problems of Verification and 
Control ol Accuracy,” “Problems Con- 
cerning Quick Access of Information,” 
“Machine Breakdowns,” “Problems of 
Selecting Equipment,” and “Economic 
Feasibility.” The Third International 
Automation Exposition wil] take place 
simultaneously, running during the 
week of November 26 at the Trade 
Show Building, 500 Eighth Ave., New 
York. 


Punched cards, electronic machines 
to be used in literary research 
Punched cards and electronic data 
processing equipment are being put to 
a new use—statistical indexing of many 
of the world’s great works of litera- 
ture and philosophy. Under a grant 
from the IBM World Trade Corp., 
which has provided both machines and 
technical assistance, a test project in 
volving creation of a concordance of 
the works of St. Thomas Aquinas, has 
been completed. The writings of St. 
Thomas, who wrote 13 million words, 
have been analyzed to produce a sta 
tistical compilation of his words and 
the contexts in which they appear. 
The results are expected to be of 
enormous value to scholars. In addi 
tion, the research techniques developed 
are considered to be of great impor 
tance in conducting studies in indus 
trial and business fields, such as analyz 
ing patents and abstracts in the chem 
ical field. The Rev. Roberto Busa, 
S.J., of Gallarate, Italy, who worked 
out the basic method in collaboration 
with Paul Tasman, of IBM, came to 
this country recently to make prepara 
tions for indexing the controversial 
Dead Sea Scrolls. He returned in Oc 
tober to open the world’s first literary 
data processing center in Italy, Punched 
cards, which will be prepared in Italy 
in connection with the new project, 
will be processed on IBM's Type 705 


electronic data processor in New York. 


Roval-McBee elects nine 
new vice presidents 

Royal-McBee Corp., manufacturer of 
typewriters, data processing equipment, 
and office supplies, has announced elec 
tion of the following new vice presi 
dents: H.C. Davis, marketing; W. W. 
Pennels, office typewriters; A. T. Craft, 
data processing equipment; W. H. 
Seckwith, appliances; Carl McKelvy, 
all products; L. C. Bowen, Royal prod 
ucts; H. M. Begg, McBee products; 
E. H. Dreher, research and develop 
ment; and Roger Connor, public rela 


tions and advertising. 
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ASSISTA 


Why putting a photocopier in every department 


is now 
EE 


Kodak's new Verifax Signet Copier 
— priced at $148—makes it every bit 
as practical as having a typewriter 
at each secretary's desk. 

No time is lost traveling to the cen- 
tral duplicating room in the other wing 
or Hoors away. No time is lost waiting 


in line for copies. 


All departments get Verifax copies as 
sootti as needed 


Q'a¢ Cul h 


5 in | minute for just 
And never a mistake or 
omission. Your savings in “travel time,” 
alone, quickly exceed your surprisingly 


Send for free folder giving details 
on the $148 Signet and other Verifax 
Copiers, and valuable booklet re 
vealing short cuts Verifax copying 
has brought to 
Or get in touch 
with nearest Veri- 
fax dealer listed in 
“vellow pages.” 
Prices quoted are 
subject to change 
without notice 


NOVEMBER 1956 For 
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low investment. Remember, at the $148 
price, a Signet Copier actually costs less 
than an office typewriter. 


More specifically, look at your invest- 
ment this way 


If each department eliminates only 
one page of typing per day, you'll be 


dollars ahead the first year. 


But with a Signet Copier at its finger 
tips, ea h de partment will save many 
pages of typing daily. The 101 short 
cuts which Verifax copying has brought 
to thousands of offices will be fully uti- 


a sound business move 


half the mail answered 
All-day” 


retyping jobs done in 20 minutes 


lized Imagine 
without dictation and ty pring 


Jobs beyond the 
copiers will be routine 
Verifax 


printed office forms and on both sides 


scope ol ordinary 
bor example 
copies can be mache on pre 
of standard copy paper, Why, even an 
offset plate can be made in 1 minute for 
less than 20¢, with low-cost adapter, 


No wonder even “one-man” offices 
hail this new $148 copier as the greatest 


office aid since the typewriter, 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. ¥ 


Gentlemen 


“Short Cuts” booklet. No obligation. 


Name 


Ple ise send free Signet folder ind 


Company 


72-11 


Position 


Street 


State 


City 


Inquiry Coupon on Last Page 


‘ lt i 
‘ a , a 
:. 
J j An 
ay 
" eek, ie 
‘ Sl Asc i 
a a : i 
é ) 4 ey a, 
: FP % t a 
STAFF fF f as) Oe 
; 1 a 
e —— . “fs ? ti b: . 
; : of ot a 
b. 
te A 4, Pt hae i 
i ——— el ee ; ; eka 
-—lUlmllUGS Be i 
a oe i= edie, : a 
A ne ee r P \ NY = ! " 
te . ib 1f Jy, . . ' : a 
P ‘ ) > al smegma E 50 ae 
‘g ie me = z = ig ocak a Gy 
ws " 5 ¥ a Poy le } we Ee oe 
Hy a y. 2 : A eee ‘ j ae AE 
3 . a ae = rae 
ok age 
7 
; 
“Ge 
F. 
ee a ee 
-——-—-——— — — — — -— — — — — — — — ———- MAIL COUPON TODAY -—————————-—-—— ~~ ~~~. “} . 
ee ee — jf B, 
ee at ' 
| y i 
ee EOE 4 c mo 
ill]. 4 
4 AOGdd Pe i 5 
na soannaneesan Ue OREN TRADE WARK ¥ f 
rs a = ae ih 
Eve’ 
: Li eee Ee 17 ie 
| ro rat 
, fe re 
; an ties aire 7 jt ye ib ae ok =T a ay Sere mS 8 EEN, Se ee a a. 


VE 
SIMPLE TO LEARN . . . EASY TO OPERATE 
FLEXIBLE . . . GROWS as NEEDED 


FILING MADE EASIER 


The answer is in the desiga of the Smead Tell-I-Vision system. It is simple 
because it reads like a book, from left to right. Starting on the left the primary guides 
are staggered to permit scanning while their alternating blue and orange tabs provide 
a color signal system. In the center of the drawer the green-colored tabs of the miscel- 
laneous folders stand out prominently for ready reference. On the right hand side of 
the drawer the individual name folders often are distinctively marked with Smead's 
Spi-Roll folder labels available in eight different colors for particular classifications 


1 Locate The Primary Guide 2 Find The Individual Name Folder. 
(For occasional correspondence file in the green miscellaneous folder) 


3 Insert New Correspondence, (Latest data always to the front) 


And finding is as easy as filing with Smead's Tell-I-Vision System. 


FINDING IN A FLASH 


Let us assume that you are a file supervisor operating a Smead Tell-I-Vision 
system like the one illustrated above. If the boss dashes in and asks for the Titanic 
Roller Mills’ file “Right Away!” there is really nothing to it. Open the file drawer and 
the primary guides provide an immediate alphabetic breakdown. Glance along the 
primary guides until you locate the “T” tab. There you will find a group of individual 
folders kept for firms whose names begin with “T”. If your boss has had repeated 
correspondence with the Titanic Roller Mills you can locate the Titanic folder at once 
in its proper alphabetic position in the group 

If the Titanic Roller Mills is not a regular correspondent you will find previous 
correspondence in the green miscellaneous folder which follows the individual folders 
in the “T” section 


1 Locate The Primary Guide 2 Find The Individual Name Folder. 
(For occasional correspondence check the letters in the green miscellaneous folder) 
3 Locate Required Letter. 


SEE YOUR LOCAL STATIONER AND SPECIFY SMEAD PRODUCTS 


5 ee a © . 
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American University to present 
electronics institute this month 

The third Institute on Electronics in 
Management to be held by The Amer 
ican University, Washington, D. C., is 
scheduled to take place at the uni 
versity, November 12-16. Among the 
subjects to be discussed are the follow- 
ing general fields: (1) Planning. 
Procedures and problems in pre instal- 
lation studies, including feasibility, se 
lection of equipment, steps in the 
study, and the criteria for final de 
cisions. (2) Procedures. Do's and 
don’t’s of systems analysis for auto 
mation, qualifications of systems an 


alysts, problems of modification of pro 


} 
cedures. (3) Organization. Effect of 
automat systems on organization 
structure, physical facilities, central 
ization-decentralization, and intra-agen 
cy communication and coordination. 
(4) Personnel. Responsibilities and 
problems of management in recruiting 
personnel, training and _ retraining, 
planning for displaced workers, and 
preparing personnel psychologically tor 
the impact of a new system and new 
procedures. (5) Fiscal. Fiscal consid 
erations in planning, installing, and 
operating automatic systems, including 
que stions Of cost accounting, perform 
ance budgeting, justifiable planning 
costs, and obsolescence estimates. (6) 
Executive problems. New demands on 
the executive arising from automatic 
systems, including changes in the na 


ture of delegation and decision mak 


ing. Training needs of top manage 
ment staff in technical background, sys 
tems analysis, and management. In 


cluded among the speakers will be 
Robert M. Smith, editor of Office Man 


agement, 


Pitney-Bowes, NCR enter into 10-year 
development, production agreement 
The National Cash Register Co 


Dayton, Ohio, manufacturer of ac 


counting machines and business sys 
tems, and Pitney-Bowes, Inc., Stam 
lord, Conn., maker of postage meters, 
mailing machines, and other business 
equipment, have entered into a ten 
year agreement in which they will co 
operate in the ce velopment ind pro 
duction of “sorter-readers” of checks 
and other original forms tor use in 
connection with electronic data pro 
essing machines for banks and offices. 
Chis equipment, which operates at 
speeds of up to 750 items a minute, 
vill electronically “read” data printed 
or coded on checks and other original 
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*In actuat writing tests by New York Testing Laboratories, Inc., MONGOL 
No, 2 pencils averaged 16,230 words per pencil, which at the retail price 
of Tke is 2,162 words per penny. Large lots mean even more savings. 
Economy's only one reason why Mongol is America’s preferred pencil! With Mongol, writing's easier in every way. 
Other Pencils 


Mongol writes blacker with less bearing Mongol alone has erasers of “Pink 
W down... writers say it actually stimu 7 Pearl! quality. Soft, smooth, pliable 
lates flow of thoughts. Only Mongol has te,/ “Pink Pearl Americas favorite 


MONGOL Complastic Lead...finer particles of ‘yi ) eraser. Cleans as it erases —and ft 
graphite are tightly compressed for *\ wont roughen the paper 
smoother writing, longer wear 


2 for 
Mongol needs less sharpening... the Mongol alone has the 
é } 
points dont snap or crumble. Mongol’s new bulls eye dezree ¢ 
| exclusive Woodclinching Process binds marking for instant 
lead to wood for built-in strength. ; degree identification ve 
er we 
fr Hew k 
5 dcecurate de; of lead hardness for every use and every taste. The pencil with the strongest potuts in its favor is Mongol! 


co EBERMARD FABER “= 


NEW YORK © TORONTO 
TEAR OUT THIS ADVERTISEMENT — WRITE IN ON YOUR COMPANY LETTERHEAD FOR A FREE SAMPLE 
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Comptograph is the new all-electric office wonder that 
adds, subtracts, multiplies, even divides at 202 printings 
a minute. A_ scientifically improved machine that is 
quiet, compact, easy to use, with a human-engineered 
keyboard for quick, tireless operation, Has exclusive 


Products by COMPTOMETER’® 


COMPTOGRAPH® + COMPTOMETER® + DICTATION MACHINE 
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Visi-BaLance Winpow that automatically shows debit 
and credit totals at all times. Five fast new models 
insure constant speed with faultless accuracy. For a 
demonstration on your work, write us or look in the 


Yellow Pages for the Comptometer Products salesman. 
£ } 


FELT & TARRANT MFG. CO. 
1742 North Paulina St., Chicago 22, II) 
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business forms, not only for the pur 
pose of feeding the information into 
accounting machines, but also in order 
to sort the original material as may be 
desired. In these respects, the equip 
ment will perform Tunctions now per 
formed by punched cards and punched 
tape equipment Pitney-Bowes will 
build the mechanical portions ot the 
equipment, while NCR will equip 1 
with electronic reading heads and 
processing units, and will handle mar 
keting. The “common language 
method to be used by the new equip 
ment will be magnetic ink character 
recognition. First ipplications are ex 


pected to be made in the banking field. 


SAM to hold operations research 
conference this month 

The Society for Advancement ot 
Management has announced the pro 
gram for its 1956 Operations Research 
Conterence, to held at the Hote] Com 
modore, New York, November 29-30. 
Dr. Russell L. Ackoff will discuss 
“The Fundamentals of Operations Re 
search” on the first morning. His 
paper will be followed by a panel dis 
cussion on “The Operations Research 
Approach.” Other subjects will in 
clude: “The National History of the 
4ofin—Matching the Machine to the 
Man,” “Top Management Decision 
Making Through Operations Re 
search,” “The Decision Maker,” “The 


Decision,” “Executive Responsibility 
tor Decision Making,” “Operations Re 
search in Resource Allocation,” “Bud 
geting, Forecasting, and Econom 
Planning,” “Analysis and Discussion 
of the Presentation,” “Management in 
the Electronic Age,” “ Jperations Re 


search in Data Processing,” and a panel 
discussion on four subjects—(1) “Pre 
paratory Work and Analysis in Arriv 
ing at Design of Data Systems,” (2) 
“De signing a Data Processing System 
for Sales Forecasting and Inventory 
Control, for a Specie Business,” (3) 


“Utilizing Operations Research Meth- 


ods tor Deve opment of Logical Intor 
mation and Decision Structure,” and 
(4) ‘Blending Operations Research 
and Electronic Data Processing into a 


Comprehensive Program. 


American Lead Pencil Co. 
changes name 

The American Lead Pencil Co., of 
Hoboken, N. J., manufacturer of Venus 
pens and peng ils, has changed its name 
to Venus Pen & Pencil Corp. The 


company was founded 91 years 


ayo, 
in 1865, and adopted the Venus trade 


. : 
mark in 1905. 


List of business speakers offered 
as new NOMA service 

The National Ofhce Management 
Association has announced that it has 
compiled a list of more than 150 busi 
ness executives who are available tor 
talks to groups on subjects in the busi 
ness and management field. The list, 
re ym posed ot speakers who have ad 
dressed NOMA chapters, was devel 
oped by Dr. Irene Place, of the Uni 
versity of Michigan. It covers speak 
ers living in 75 cities in the U.S, and 
Canada. Among the subjects which 
can be handled are accounting, bud 
geting, and cost problems; automation 
ind electronic data processing; com 
munications; distribution of sales: eco 
NOMIC S: education: employee security 
benefits; filing; forms; hiring; human 
relations; inventories; job evaluation; 
etter writing and reports; manage 
nent techniques; meetings; office man 
agement; organization; personnel prac 
tices personne] testing; physical as 
pects of the office; supervision; systems 
and procedures; training and develop 
ment; typing and stenography; unions; 
work measurement; and work sinmplifi 
cation. While NOMA does not plan 
to release the speakers’ list itself, it 
plans to assist groups wishing to lo 


cate speakers on the subjects listed. 


NOMA charters 161st chapter 
in Bakersfield, California 

The 16st chapter of the National 
Office Management Association has 
been chartered in sake rstiela, ( alit. 
President of the new chapter is F. R. 
Rosenlieb, Intex Co.; Norman K. Let 
hingweH, San Joaquin Cotton Oil Co., 
is Vice president; and John ©. Graham, 
W. Camp & Son, Inc., and Earl Kk 
Lighthill, California Water Service 
Co., have been named secretary and 


treasurer, respectively. 


Human Engineering Conference set 
for New York, November 28-29 
Concurrently with the Third Inter 
national Automation Exposition in 
New York, a Human Engineering 
Conterence on “Automation and Man 
will be held at the New Yorker Hote! 
under the jOINT spon orship ol the ex 
position and of Manhattan College. It 
will take place November 28 and 29, 
following the conterence for senior ol 
hceers on automatic data processing 
which will be sponsored jointly by the 


exposition and Fordham University 


Sasic topics to be treated include The 
Man and His Machine,” “Workspace 
Design and Layout,” “Automation and 
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World-famous 
COMPTOMETER' 


SPEED 
WITH FLOATING TOUCH 


for quick and easy operation 


ACCURACY 
WITH 3-WAY CONTROL 
through sight, sound, touch 


QUICK ANSWERS 
WITH DIRECT ACTION 


for faster figure work 


* For a demonstration of this high 
speed adding-calculating machine on 
your own work call the Comptometer 
Comptograph representative. 


Products by 
COMPTOMETE R' 


Comptograph® - Comptometer® . Dictation Machine 


FELT & TARRANT MFG. CO 
1742 North Paulina St, Chicago 72, ii 


lt 


—_— ihe ad ce) ee " - MAES Te afi Pe Ue . — “i 
-” ae — I ee : i | bi 
‘ rage ‘ 

Pied 
Pe : | | 
<< = 
. - “h , ay 
> “Swag ~*~ } F ee 
: = “ my 74 
._ * SO : P 4 fg q 
Se 7 °, . f | 

> PS F F 

> . ~ | F 

¥ *, 7 . ) » 4 : e 
at 5 ~ aS * a 

| ae . be ate art 
4 a, a ae ee 
. i & 4 s : x 

’ \ ba s ” , ' Fe. ~~ iz 
‘ ‘ 7 - - Py * 4 ' 
ee ¥ ‘ a 
=, | S at 
8, - Sey : , a 7 
ie?) 1 ; -o*, i ~ re 4 
7 ty s = - 2, 
= . “* > ‘ ree i. ; 4am 
> ; (c= 4 ss 
* a ie oa . J ‘ Gi 
ne 2) 
Be > 4 ae Re ‘ 
Cs ail . * 

ee , re Fs hey 
. . aoe b "? 
os y iid 3 baht - . ; 4 q ¥ 
4 ye *“) * 4) ee 
« » “ye *% a4 
Po . \ 

ee 
——————— i 2 
= 
}. “te 
i 
| — | cane 
‘ L my ees: ¥ 
21 ult 1 
| i , 
. $ cr af 
‘ ‘ ; Bae ies 
Le Rr te 3 fo . Lee a 4, “am 3 - a ae ere Cae ake 4 te ‘i fy’ : “3 a5 ; 


1 divided by 2 


That bit of topsy-turvy arithmetic makes 
sense when applied to the problem of allocat- 
ing valuable office floor space: | cluttered 
general office area, divided by 2 HAUSERMAN 
Divider-Wall partitions makes 3 effective 
work units. Efficiency takes an immediate 
turn for the better when employees are 
shielded from confusion and distractions and 
are allowed to work in comparative privacy. 


Handsome HAUSERMAN Divider-Wall may be 
ordered in any combination of three standard 
colors”. . . green, gray or tan. With striking 
coral offered in addition for gates, two dozen 
beautiful combinations of gate, panel and 
post colors can be created. HAUSERMAN’S 
warm, low-gloss finish is baked enamel which 
never needs repainting, only periodic soap 
and water washing. 


os 


‘any other color available for 
extra cost and later delivery 


THE E. F HAUSERMAN COMPANY f j 


7I| 16 Grant Avenue _ Cleveland, Ohio Printed reproductions can't do justice to the HAUSERMAN finish. See actual 
Hauserman of Canada, Ltd., Toronto. Ontario deposits of Divider-Wall paint in the free folder offered in the coupon 
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aluminum hardware 


easy erection 
or rearrangement 


(= 


oe | 


concealed checking 
hinge on gates 


MOVABLE 


NOVEMBER 


PRE-TESTED AND PROVED 


Designed and built by HAUSERMAN, new 
Divider-Wall has the fine features of rugged 
construction and attractive appearance you 
would expect from the leading manufacturer 
of movable interior walls. 


New HAUSERMAN Divider-Wall is offered both 
as low railing or glazed with many clear or 
diffused glass patterns to choose from. Various 
panel widths and both low and glazed gates 


HAUSERMAN 


INTERIORS 


1956 


reusable plastic 
glazing strips 


Advertisers Use Readers 


concealed wiring 
channels 


‘IY 
~~ 2 


simple leveling device 


new HAUSERMAN Divider-Wall 


IN COMPETITIVE DEMONSTRATIONS 


can be ordered to meet the requirements of 
nearly every conceivable floor plan. 


Divider-Wall is designed so that your own 
maintenance crews can erect it right from the 
carton. However, HAUSERMAN’S nationwide 
erection service stands ready to install it for you 
quickly and economically. Consult the Yellow 
Pages and call your HAUSERMAN office today for 
a first-hand look at a Divider-Wall installation. 


THE E.F HAUSERMAN COMPANY 
7116 


Hauserman of Canada,ltd.,lTaorente, Ontario 


Grant Avenue « Cleveland, Onio 


BREE! For o complete explonation of all the 


Divider Wall features, an authentic color 


selector, specifications and a complete listing of 
Hausenman field offices, send today for your free 
copy of this new full-color Divider Wall folder 


Nome 
Compony 
Streot 


Stote 


--------------- 


Inquiry Coupon Last Page 
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now- (> 
ATIONWIDE 
PROCESSING 


for 


amazing 


new 
Ozalid 


Microtiim Duplicates 


Now—Ozalid microfilm duplicating centers across the nation are 
“open for business’’. . . bringing all the benefits of Ozalid’s amaz- 
ing duplicating process right to your area. 


e With Ozalid duplicates, you get a negative directly 


from your negative. They're ‘““white-on-black,”” easy 


to read in the viewing screen. They're ““black-on- 


white,” crisp and clear in photo enlargements 


e With Ozalid duplicates you get images that are far 


clearer, sharper than conventional film duplicates. 


e With Ozalid duplicates, you get protection against 


costly scratches. Images are buried right in the film 


base . . . no emulsion is present to scar or scratch 


Fingerprints wipe clean with a damp cloth 


FOR A FREE SAMPLE OF (zalid Microfilm Duplicate, write: Ozalid, 
Microfilm Dept. K-11, Johnson City, N. Y. 


OZALID" 


microfilm duplicates 


A Division of General Aniline & Film Corporation 
In Canada—WHughes Owens Co., Ltd., Montreal 
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Its Effect on the Working Population,” 
“Personnel Reselection and Retraining 
for Automated Industries,’ “Human 
Engineering for Product Design,” “Au 
tomation and the Consumer,” “Systems 
Analysis,” and “Complex Systems Re 
search (Operations Research) for Ex 


” 
ecutive Decision. 


AIA announces election of 
national officers 
The Amerikan Institute of Accoun 
tants, meeting at the Olympic Hotel, 
Seattle, late in September, elected the 
7 Presi 
dent, Marquis G. Eaton, CPA, San 
Antonio, succeeding John H. Zebley, 
Jr., CPA, of Philadelphia. Vice Presi 
dents: William S. Deeming, CPA, 
Chicago; Louis H. Penney, CPA, San 
Francisco; Donald P. Perry, CPA, 
Boston; and R. Warner Ring, CPA, 
Miami. Treasurer, John B. Inglis, 
CPA, New York. The AIA also an 


nounced that its 1956 award tor out 


following ofhcers for 1956-5 


standing service to the accounting pro 
fession had been awarded to J. S. Seid 
man, CPA, New York, who tor the 
past three years has been chairman of 
the AIA’s comunittee on Federal tax 
ation. He its also a member of its 
Commission on Standards of Educa 
tion and Experience for Certified Pub 
lic Accountants; in addition, he is a 
vice president of the Institute. 


NSA announces certified secretaries 
now number 983 

The National Secretaries Association 
(International) has announced that 
there are now 983 Certihed Protes 
sional Secretaries in this country. As 
a result of the recem = sixth annual 
CPS examinations, 211] secretaries were 
certified to protessional standing by 
NS \. The examinations consisted ol 
twelve hours of tests on such subjects 
as business law, personal adjustment 
and human relations, business adminis 
tration, secretarial accounting, secre 
tarial proficiency, and secretarial pro 


< edures. 


Two billion dollar market forecast 
for electronic computers 

John E. Johnson, sales director for 
Datamatic Corp., Newton Highlands, 
Mass., has predicted that the market 
for large electronic data processing sys 
tems will reach two billion dollars. 
The fifteen major producers of this 
equipment, he said, would share in 
this market, which will consist largely 
of industrial, business, financial, serv 


ice, and government organizations. 
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His wife knows why he gets home on time now! 


si) Pa Pas ee z 


New Work-Organized Desk (a beauty, too) is 
really amazing help in getting day's work done 


. 
eee eee eee eee eee eeeeeeeee 


Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card files, 
binders and other items that clutter the top of 


Skyscraper” 


As efficcent as my stre ! kitchen 


amiline 


ordinary desks. And imagine 
this! There's even drawer space 
for your telephone and waste 
paper. Really ingenious! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. An office equipped with Work-Organized 
Desks is a far more efficient operation. 

The 292-page Shaw-Walker “Office Guide’’ 
pictures, describes and prices 86 models of 
color-styled Work-Organized Desks and 5,000 
other items. Ask our local branch store or 
dealer or write Muskegon 11, Michigan. 


a4 


= 


» Built Like o 
‘oh 


yy Largest Exclusive Makers of Office Equipment 
3 Muskegon 11, Mich. Representatives Everywhere 


GHAW-WALKER 


For More Information From Advertisers Use Readers 
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wamped by A Sea 
| of Paperwork Z 


If your business forms require more business form and system 
than one copy, the odds are pretty 


Colitho Plates produce sparkling, 
certain that ordinary forms and 


original-like copies faster and more 


procedures are too voluminous, too 


efthciently. They completely elimi- 
nate re-typing and the possibility 
of transcription errors 


ume consuming and too costly 
Buc don't abandon ship! 


CALL COLITHO'S FOLIO OF 
APPLICATION IDEAS TO THE HELM COLITHO'S FOLIO OF 
APPLICATION IDEAS 


contains solutions to 


This folio is jam-packed with ex- 


amples of how Colitho Offset many paperwork 

) . a J : problems. Send coupon 
Duplicating Plates have stream £7 apptnney emul eae tae 
lined virtually every type of your free copy ne, 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc 
4711 Herb Hill Road, Glen Cove, N. Y. 


Send me the Folio of Colitho Application Ideas. 


Nome 


Address 


City eas Zone _ State 


| 

| 

| 

| . ; 

| Company a - . a 
| 

| 
2 
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wding to Mr. Johnson, an ele 
rom system ol this type becomes a 
good buy when a company’s annual 
gross sales reach a point 100 times the 
innual cost of the system. 


BISi Committee of SPA to meet 
in Pittsburgh this month 

The Basic Iron and Steel Industry 
Committee of the Systems and Pro 
cedures Association of America will 
hold its 16th quarterly meeting at the 
Roosevelt Hotel, Pittsburgh, November 
15-16. The program will be devoted 
to “Purchasing and Stores Warehous 


’ 
ny. 


Electronic business systems subject 
of West Coast conference 

The Western Region of the National 
Machine Accountants Association is 
sponsoring an Electronic Business Sys 
tems Conterence at the Sheraton-Palace 
Hotel, San Francisco, November 8 and 
%. Among the subjects to be discussed 
are “A History of EDPM on the 
Manutacture of Aircraft,” “Operations 
Research,” “Electronic Data Processing 
Accounting Control,” = “E.R.M.A.,” 
“Paper Tapes,” and the experiences of 
\llstate Insurance Co. and General 
Insurance relative to the problems ol 
the conversion period. J. S. Wood 
bridge, comptroller, Pan American 
World Airways, will give the keynote 
address. The conference will also fea 
ture an exhibit of modern electronic 
business equipment. 


L. of Maryland Office Management 
Conference takes place this month 
The University of Maryland, College 
Park, Md., has completed plans for its 
kighth Annual Office Management 
Conterence, which will be held No 
vember 8-10 at the university. Sub 
jects to be covered will include inte 
grated data processing, methods and 
procedures improvement, better morale 
through paperwork simplification, and 
effectively using the human equation 


in management relationships. 


IMS holds Time and Motion Study 
and Management Clinic 

The Industrial Management Society, 
35 E. Wacker Drive, Chicago 1, is 
sponsoring its 20th Anniversary Na 
tional Time and Motion Study and 
Management Clinic, which is taking 
place at Chicago’s Sherman Hotel, Ox 
tober 31 through November 2. More 
than 2,000 industrial engineers, works 
managers, plant superintendents, and 


produc tion executives were expected to 
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ADDO MACHINE CO., INC., 145 WEST 57TH ST., NEW YORK 19, N.Y. © WESTERN ADDO MACHINE CORP., 292] BEVERLY BLVD., LOS ANGELES, CAL. 
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with MODERN 
MIMEOGRAPHING 


Colorful direct mail—illustrated catalogs— publicity releases 
morale-building house organs—hard-hitting sales contest material 
—up-to-the-minute news and product bulletins— price lists, 

ruled forms and scores of other things now can be produced with 
MODERN mimeographing at low cost, in your own office— 
produced in sharp, clear black and multiple colors. 


With the new A. B. Dick table-top, electric-drive mimeograph 
you can do many things previously considered impossible. 
You now can mimeograph on both sides of the paper 

without slip-sheeting. You can produce up to 180 copies per 
minute on a wide variety of paper and card stock in 

a range of sizes. Operating instructions are permanently 
mounted on the machine with all controls clearly identified. 
For more information call your A. B. Dick Company 
distributor. You will find his name listed under ) 
Duplicating Machines in the classified section of your \ 
phone book. Or mail the coupon below. 


BR A:B:DICK 


MIMEOGRAPH * SPIRIT * AZOGRAPH * OF FSET 
* IMPRESSION PAPER + FOLDING MACHINES 


All A. B. Dick mimeograph 
products can be used with 
all makes of suitable stencil 
duplicating equipment. 


‘ A. B. DICK COMPANY 
5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation, I'd like to know what is new in MODERN 
mimeographing 


x Name Position 


Organization 


Address 


City 
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attend SSIONS ih tine study, motion 

economy, job evaluation, methods, pro 
' \ 

duction contro plant layout, rate 


rials handling, and human relations. 


Haloid signs patent license agreement 
with Bell & Howell 

\ long term patent licensing agree 
mem providing tor technical coopera 
tion has been signed by The Haloid 
Co., Rochester, N. Y., and the Bell 
Howell Co., Chicayo. Bell & Howell 
will carry on development work in 
adapting Hlaloid’s  xerographi prin 
ciple ol picture formation, which is fa 
miliar in the office through Xerox 
copying equipment, to several new 


products now i the res arch st pe, 


LOMA eleets officers 
for 1956-57 

Phe Lite Office Management Asso 
cation elected new ofhicers at its 34rd 
annual conterence, held recently at the 
halyewater Beach Hotel, Chicago. The 
new president will be J. Howard Dit 
man, CPA, vice president and con 
troller, New York Lite Insurance Co., 
New York, who succeeds Warren J. 
Moore, executive vice presicle nt, The 
Old Line Lite Insurance Co. of Amer 


ed, Milw iukee birst Vie president 1s 


“living-room” comfort to your office 


Reduces fatigue. Increases efficiency, Restful 


wood tones 


advanced functional design combine to give 
you a profitable investment in working ease 
Get full information from your Leopold 


dealer, Write us for his name and address 


int é900/a 


Leopold Streamline desks bring 


Leopold quality 


Peter McDonald, vice pre ‘ident and 
secretary, Crown Life Insurance Co., 
‘Toronto. Second ke pre ident 4s 
Iverett H. Lane, president, Boston 


Mutual Lite Insurance Co is Ri: 
Woodard has been ippointed manay 


ing director of LOMA, to. succeed 


Frank L. Rowland, who ts retiring 


Records Adu 
set for Chic 


istration Sen 


Record Controls, Inc., Chicago organ 


ization which recently celebrated its 
Sth anniversary, has announced that 
its 1956 Records Administration Semi 
nar, directed to office ystems super 
visors, methods and procedures person 
nel, records consultants, file supervis 


ors, and executive and research secre 


taries and assistants, will be held at 
the Palmer House, Chicago, Novem 
ber 26-30. The program will include 
discussions on “Control of Forms and 


( orresponden Surveying the Re 
ords as a Basis tor Mak iige ( hanges, 
“Qualifications — ol bile Personnel: 
Training, Measuring Output, Produc 
tion Standards, Manual Specialized 
Systems and Equipment; Costs,” “In 
ventorying Old Records Setting Up 
Retention Schedules,” “Historical Re 


ords; Coordinating the Business Li 


COMPANY 


BURLINGTON, IOWA 


brary and the Files,” and “Electronics 


ind Its Impact on Records.’ 


IBM forms Special Engineering 
Products Division 

The International Business Machines 
Corp. has announced the tormation ol 
1 Special Engineering Products Di 
ision, which will work on the de 
ign, development, and manutacture otf 
non-standard computing and data han 
dling COMM ponents, ma hin be and SVS 
tem Other activiti will include 


nodification of standard IBM or other 


equipment to meet Spx al commercial 
ind scientific data processing require 
ments. Jerner A. Haddad has been 
named general manager of the new 
division, and Kenneth N. Davis, Jr., 


vill serve as controller. 


Seeretarial Institute scheduled 
for New York this month 

The Bureau of Business Practice of 
the National Foremen’s Institute will 
hold a two-day Institute in Advanced 
Secretarial Training at the Park Sher 
iton Hotel, New York, November 7-8. 
\mong the subjects to be covered are 
“The Secretary’s Real Responsibility 
to Her Company, Her Employer, Her 
\ssociates,” “Making the Most of Past 


wit 
The Leopold 
Streamline 


Member: Wood Office Furniture Institute wy —_—_ Group 
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0 sets an hour— 


Macey Collator saves users 


up to 90% of hand collating costs! 


' The Macey Collator finally disposes 

of gathering and assembling by hand...a 
drudgery job, resented by office people, and 
a long-time headache for office managers 


and methods men, 


The Macey collates eight times faster than 
manual workers, and far more accurately... 
prevents disruption of office work schedules, 
borrowing of personnel, avoids overtime and 


standby crew expense, gets printed matter into 


use sooner, at a healthy cut in overhead costs. 

The Macey Collator brings a new versatility 
to collating...assembles single sheets, signa- 
tures, card inserts, samples and photographs 
of varying sizes, weights, and finishes. It can 
put together complex presentations of as- 
sorted exhibits, as well as routine collections 
of multigraphed and printed pages, lists, 
releases, bulletins, instruction manuals, cata- 
logs, price schedules, ete. 

In any paperwork operation — insurance, 


search, mail advertising, ing, educatio 
rese arch om ul id ert ing printing educ tic n, © Fully automatic. Suction feed Positive feeding control 


Armed Forces, government agencies — the of every sheet. Easily set up 


Macey Collator can make important savings e Handles sheets as small as 2 by 5 inches; and as large 
in time and costs. And its wide utility lets as 12 by 17 inches, depending on model 
many departments share in the savings. © Avaitable in 4, 8, 12 or 16 stations 

A survey of your collating requirements, oe SE Ee Oe ane See Sper ater 


: ‘ e Pitney-Bowes service available, coast to coast 
without obligation, will show how the Macey ' 


can help you. Call any Pitney-Bowes office, 


or send coupon for booklet and case studies. 


i 
Pitnty-Bowt INC., i 
2903 Crosby Street 1 
The Macey Collator is Stamford, Conn. ' 
, { . 1 
sold and serviced by i ; \ 
,* ‘ Send free illustrated booklet and case tudies 
— e i] 1 
® Pitney-Bowes, Inc. | *” 1 
coal 
ine Owes, Inc. | 
——— Firm 
— 
T 1 i 
Originators of the postage meter leading maker of mailing 1 Address 1 
machines... with offices in 95 cities in the U.S. and Canada. tawaeeaaeaeaeaaanaaawaaaeams 


NOVEMBER 


1956 
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and Present Job Experience, 
Pla 
tion, 

"Voice 
le hniques 


Transferring Calls,’ 


i flectiveness, 
lective 
nates, 


Idea, 
Dake 


yf 
; 
j 
j 


“How to 
n Your Day for Maximum Produc 
Meet the Public, 
“Effective Phone 
Placing, Receiving, and 


“How to Be a 


“How to 
Control,” 


Real Partner to Your Employer, 
“How to Fill in When Your Boss is 
\way, “How to Measure Your Own 


“How to Compose Et 


Letters,’ “How to Avoid 
Hackneyed Phrases,” “How to File 
i fheiently,” “How to Inspire Subordi 


“Your 
Authority,’ 


Attituce 


“How to 


Toward Those 
Present an 


and “How and When to 


the Initiative.’ 


Haloid annual report honored 
by Financial World 

An award to The Haloid Co., Roch 
ester, N, = 


graphic copying equipment, has been 


manulacturer of xero 


made by the magazine Financial 
World. \ board of judges selected 
Haloid'’s as the best annual report ol 
the photo equipment industry The 


company bas received a bronze “Oscar 


Industry” symbolizing the award. 


The annual compention run by Finan 


cial World covers 


a wide list of busi 


Spee-D-Ada 
says: 


Lei SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
one insertion in typewriter, Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2' “6” x | 
1”, per sheet. 


aS ee 


All with Dennison . 
special formula gumming 
for tight adhesion 


For More 


Information From Advertisers 


ness activities; 5,000 reports were sub 
mitted this year. In the photo equip 
ment category, the runner-up was East 


Kodak Co., and Howell! 


was third. 


man Bell & 


(Co 


Records administration group 
elects national officers 

The American Records Management 
held its first na 


Association, which 


tional convention at Chicagos Bis 
marck Hotel on October 5 and 6, ha 
the follow 


John F. X. 


first Vice 


announced the election of 


ing officers: President, 
Detroit: 
Marian Dunn, of Minneapolis; second 
vice president, H. W. Shaw, of 
Angeles; treasurer, Sarah Horowitz, ot 
New York; and secretary, Mat 


thews, of Milwaukee. 


sritt, of president, 


Los 


bl sic 


New plan offered to ease problem 
of hiring older workers 
To overcome company resistance 

hiring older men in situations wher 
they will participate—at high cost—in 
company msurance progr inns, 
plans, and the like, the Graham A 
counting & Statistical Corp., 120 W. 42 
St., New York, has developed a nev 


Unde 


pension 


program that it calls GraPay. 


this system, an older worker (over 40) 
becomes an employee of GraPay itself, 
rather than of the company he ts actu 
ally serving. GraPay assures him ol 
such benefits as Social Security, vork 
men’s compensation, disability, hospi 


talization and surgical insurance, un 


employment insurance, and a /|i'e in 

v pa ‘ 
surance poticy. The empioyee Is ite 
directly by GraPay. To cover tis ar- 
rangement, the company is bi'led to 
the amount of the employe salary. 
with an additional 15 per cent charge 


to cover benefits and service. 


Controllership Foundation 
elects new officers 

The Controllership | oundation, Inx 

Controllers In 
York, has an 
nounced election of new ofhcers. 
The Harold A. 
Ketchum, financial vice president, Fed 
Paciti Co., Newark, 


who succeeds J. McCall Hughes, 


arm ot the 
America, New 


the 


research 
stitute of 


president will be 


Klectru 
Ni. .. 
vice president and controller, Mutual 
ol New York. V ice presidents elected 
were Robert L. Dickson, Walter Kidde 
& Co., Inc., Belleville, N. J.. amd Ar 
thur L. Vick Chemical Co., 
New York: Mr. Boschen was re-elected 


a 
Boschen, 


Here are <> Smart ways 


to speed up your mailings...use 
Dennison Addressing Labels 


| 
| 
J 


2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up unt! 
snapped apart. 33 labels, 2'*/6” x 
15/46”, per sheet; 132 to set. 


At your stationer’s 
or write for the name 


of your nearest dealer. 


Use Readers’ 


Inquiry Coupon on Last Page 


<3. IN ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
ee ad 


ae 
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Boconomical 


Error-F'ree 

Transmission 
of 

All Data 


—_— _ 
Of] [ef Pio) Mince 
2 i? ni f J hii) 
9 JUUU AU J 4 


@ Division of Stewart-Warner Corporation 


SHOWING DETAILS OF 


ELECTRONIC TRANSMISSION OF ALL DATA 
PHOTOS + MAPS + DRAWINGS + CHARTS + TYPED or WRITTEN INFORMATION 


Stewart-Warner Electronics 
ULnite Depariment 42 

1300 No. Kostner Ave. 

Chicago 51, Illinois 
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to his post. J. Howard White, Shell 
Oil Co., New York, was re-elected 
and Paul Haase, 


- 
tive director of the Foundation, will 


treasures administra 


ontinue as secretar’ 


People in the News 


Indreu WW 
named comptroller of Rheem Mly. 
(o., New York 

Franklin fF 


Brude has heen ap- 


pointed vice president and treasurer ot 
City Stores Co., Philadelphia. 
W. Hl. Trentman has been elected 


treasurer, Odccidental 
Life Insurance Co., Raleigh, N.C. 


president and 


tackling : 
that 


next 
- —  : 
printing 


job... 


call the Vari-Typer Man! 


seeeeeeeeeeeeeeeee 
In 15 minutes he'll show you how your own office typist 
can cut printing costs 40% with Vari-Typer composition. . 


If you use printing of any kind... you can save up to 40% or eq 
type-composing 


more annually with this amazing office 
machine. It produces professional-looking 
typography....with automatically evened 


Hlughe has pecn 


7 
. 


Lewis F. Seaman and E. Lester 
Phy have joined the staff of Frank M. 
Knox Co., Inc., 
ants, of New York and Cle eland. 

John E:. Shirley has been ele ted 
vice president and controller, The Sory 
Paper Co., Middletown, Ohio, and 

Irthur |. Kerschbaum, | 


management onsuit 


ontroier and 


assistant treasurer, has retired 

Urs. Alva R. Menzies has been ap 
pointed director of the New York 
ofice of Record Controls, Inc., suc 


ceeding Muss Esther Grossman, who 
s returning to the Chicago ofhce. 
Frank | 


vice 


Beane has CCN) el ted 

president and controller of Under 

wood orp., New York. 
Ketchum, tinancial 


Harold A 


president, Federal Pacific Electric Co., 


Vari -Typer lorporation 


margins, perfect line and letter spacing in § 720 Frelinghuysen Ave. Newark 12,N.J. 
your choice of hundreds of different printer's — (| Please have the Vari-Typer Man 
style type faces. Send the Coupon, and let » phone for a convenient appointment. 
the Vari-Typer Man show you...in your | [—) Please send Vari-Typer Book C89 
own office ....in 15 minutes! ) Name 
COMPANY 
| STREET 
3 
CITY ccccccse o° - - ZONE..STATE 
Heads photo-composed on the Headliner. NN Se : 
Text Vari-Typed on Composomatic Model. ee Ge See eee eee 
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Inquiry Coupon on Last Page 


Newark, has been elected president ot 


the Controllership Foundation, Inc., re 


} 


search arm of the Controllers Institut 


of America, succeeding |. McCall 
Hughes, vice president and controller 
Mutual Life Insurance Co. ot New 
York. 


Leslie T. Carr, Carl R. Lomatch, and 
Leslie 


Langille have been appoint 


general sales manager tor all Comp- 
1 

tometer products, Sales Manayer or 

ilculating equipment, and sale nan 

calculating equij 7 

ager lof dictating machines, respe 


tively, of the Felt & Tarrant Mfg. Co., 
Chi ago. 

1. C. Spangler has been named staff 
director tor all held and hapter 
vice activities of the National Ofhce 
Association, including 


Management y 
NOMA’s international conferences and 
office equipment expositions. 
Robert F 
pointed director ot administration, a 
position, at American 
Management Association, New York. 
Roger M. Dolan has been 
vice president for industrial relations, 
Thomas \. Edison, Inc., Orange, 


N. J., succeeding Sumner F. Larcha 


who 1s retiring. Paul B. Kasakove 


Steadman has been 


ip 
t 


new ly « reated 


Paliie | 


will succeed Mr. Dolan as manager o 
‘ 
labor relations 
Daniel A. Covelli, Judge ot the 


Superi x Court, Cook County, I as 


been elected executi t pore 
ind treasurer, Orton Crane Shove 
Co., Chicago. 


Gerald Ff Krause ha et i 


noted controller of Signal Oul & Gras 


! 
Co.. Los Angeles. succeedin William 


/ iH alkup, who will continu 
departin ! 


David |. Crombie has been appointed 


Ke 


of the finance 


president 
ond Varco / 
pointed assistant controller, Underwood 
( Orp., New York. 

William 1 
Monroe Calculating 
Orange, N 
wesident and director 

Karle R. Van Viet has been in 
Olin-Mathieson C1 


n charge ol per onnei., 


| ’ 
Scagliola has been ay 


Vie Kenna mitroiicer 
Machine Ci 
a has been clected 


! 


treasurer ot 


( orp., New York 

Royal McBee Corp. has annou | 
the ipporntment o} rnin new ( 
pre sidents, ollowing an organizationa 
change. Th new Ie president 
Hl. ¢ Davi narketing iH if 


Pennels, othce typewriter ‘. I. Crats 


data processing equipment i HH. 
appliances: Carl McKelvy 


Beckwith py 


all products; E~ € | 


Bowen, Royal 
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THE COFFEE BREAK IS HERE TO STAY! 


Control it best with Kwik-Kafé 


When you install hot coffee Because if only a few em You won't control absentee- 


dispensers in the office, the ployees use the dispenser ism that way—not without 
idea is to see how much, not you can depend on it that serious impairment of office 
how little, coffee will be the majority are getting thei 


consumed cotter elsewhere 


morale, For the coffee break 


1 national habit 


HOT COFrree 


— 
—— 


Rudd-Melikian machines In one famous test case* a the Kwik-Kafé machine's 
and Kwik-Kafé invariably rival dispenser was putting output quickly rose to 1600 
outsell other makes. And out 25 cups a day. When a 
the more a machine is used, Kwik-Kafé machine was in- was staying on the job—near 
the smoother the coffee break stalled beside it their desk 


cups a day! (And the staff 


s and telephones. ) 


* Names and details on requedt 


Rudd-Melikian dispensers serving delicious Kwik-Kafé are installed and serviced by our nation- 
wide network of franchised dealers free of charge where volume warrants, and on a trial basis, 
if you wish. 


Rudd-Melikian, Inc., Dept. 161, Hatboro, Pa. 


Send me free booklet, “Control your coffee break.” 


Get in touch with your local Kwik-Kaflé dealer, or send direct to us for free booklet ’ 


Your Name 
that delicious coffee 


Firm Name 


Address 


City 


Rudd-Melikian, Inc. Hatboro, Pa. 
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THE ORIGINAL 
... THE ONLY 


YEARBOOK 


OF THE 
OFFICE MARKET 


NOW IN PREPARATION ... THE 1957 EDITION 


Advantages for rely mg cence par aan di — — hard at aig 
ing the material and putting together the new 1957 Yearbook. It 
ADVERTISERS in the is the first and only reference work of its kind in the office field 
Office Management published originally as a mandate from office management execu 
YEARBOOK tives concerned with office administration—and since, acclaimed 


by their leaders everywhere. 
A Directory Catalog. Ihe OFFICE 


SSARAEAEMT Vordloneh, ce ¢he The YEARBOOK serves to interpret the revolutionary changes 
tp goto aca Be Ae Se GE Ae that are taking place in office techniques; to present the vast 
ew mechinery end eauipment number of new types of machines and equipment and to bring 
mprises 4 1 directory catalog coordinated catalog-type information in handy-form for use in 
ind efficient buying quide tor manage ; 


America’s substantial offices. 


ment exe tive 6 ba se 


t for advertiser 


Long Life for Advertising Message. USED ALL YEAR— 

Natura y the intormat nd er e 

rendered by the Yearbook is, geared FOR VITAL DATA 

fer use thr } t the year henever 

nd wherever reterred t your me age = . , . . 

and catalog information will be there The entire YEARBOOK is sectionalized to enable the user to 
to tell your story locate the specific information he wants, immediately. Here are 
Extra Reader Interest. Published « 


the classifications where readers can select the needed information 


Merch for referer e throughout Me for effective ofhice operation: 
entire ye@at the Yeert ¥ forma 
aot peng tik plcesedipan cong e Trends in Automation and e Tools of the Ottice-—Survey 
erest t ur ue f ranae v 8 . - é 
rn ee > hip Mean Integrated Data Processing of Machine Developments 
atra irculation, ihe Orit ‘ . . : ire . 
AGEMENT Yearbook e (and your e Systems Design, Forms Re ° eyes: of pena 
advertising message) will have the vision and Simplification P oases i P eer Equipment 
argest cir stior { the year the ‘ e ersonne ractices 
a. eae e New Developme ( . 
requiar 23,362 bscribers, | ) , ew De d Ym in tice e Catalogs, Booklets and 
addi onal | f 7,000 copies * “ayout and Furnishing Brochures 
mee @ specia ~ and for é e Directory of Manufacturers e Office of the Year Awards 
4 year relere 6 ’ 4 y “4 . . 
of Office Furniture and Fur- ® Previe F 1957 Cale 
Sin. Maieeies An Mistin. With of than a — of 1957 Calendar of 
’ here . ner ; nIshings ‘vents 
t ySoue there “ be eave 
in rates tor advertising the Yeert ' . _ - * = . 
ates tn yet ety Set Be sure to include the YEARBOOK in your 1957 Schedule for 
Dynamic . . . Expanding Influence. Th Office Management. Phone, wire or write to reserve your Space. 
fluence { ) Tr ANIA { CRT . ‘ aa 
f OFFICE MANAGEMEN Do it now for choicest positions, 
in Amer ; srae office field drar 
atically Jerr trated by par 
slidied arouth ond sencptanes. th eald 1957 OFFICE MANAGEMENT 
rcoulatior " 17Ow ' ’ OO 
St eer YEARBOOK 
ber 1954, to 21,000 in September 1955 
to 23.367 lune 195¢ snd 
tt eeenalined (Published in March—as a 13th issue) 


CLOSING DATE 
JANUARY 15, 1957 
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products; Hf. M. Begg, McBee pro 
ducts; E. H. Dreher, research and de 
velopment; and Roger Connor, publi 
relations and advertising. 

Oruil G. Iruin has resigned as con 
troller of Shopmaster, Inc., Minneap 
olis subsidiary of Jones & Lamson 
Machine Co 

Edward A. Kapelka has been named 
treasurer of Eastern States Petroleum 
eS In Houston. 

Wiliam T. Galey, 3rd, vice presi- 
dent for production, berfoyle Mtg. 
Co., Philadelphia, has been named 
treasurer. 

Vlartin AY ( ole man, vice president 
ind treasurer of Mosler Sate Co., New 
York, has been elected president of 
Mosler Research Products, Inc. 

Paul H. Elicker has been named 
treasurer of Smith4Corona, Inc., Syra 
usc, N, y 

Ilbert R. Wayne has been appointed 
vice president for finance, Mead John 
son & Co., Evansville, Ind. 

Charles Rodgers, secretary, Kramer 
tros. Freight Lines, Inc., Detroit, 
has taken on the additional duties of 
issistant to the president. 

Fred P. Slivon, secretary and treas 
urer of Libby, McNeill & Libby, Chi 
iyo, has been elected vice president 
ind treasurer, and John B. Iglehart 


has been named secretary 


STATEMENT REQUIRED BY THE ACT OF 
AUGUST 24, 1912, AS AMENDED BY THI 
ACTS OF MARCH 34, 1934, AND JULY 2, 1946 
(Title 49, United States Code, Section 244) 
SHOWING THE OWNERSHIP, MANAGE 
MENT, AND CIRCULATION OF OFFICH 
MANAGEMENT, published monthly at New 
York, N. Y., tor October 1, 1956 


t the publishe 
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Announcing: 


NEW STRENGTH AND BRIGHTNESS 
FOR HAMMERMILL LEDGER 


The new Hammermill Ledger works two ways to make your 
bookkeeping problems simpler. First, it's tougher, more durable. 
Keeps records looking better, longer under rough handling. 
Second, the new Hammermill Ledger is brighter—makes for neater, 
easier-to-read entries. 

And now Hammermill Ledger contains Neutracel® pulp. Made 
from northern hardwoods, this exclusive pulp is blended with other 
quality pulps to give new Hammermill Ledger a better typing, 
writing and printing surface—a more level, velvety surface for 
crisper ruling and printing. 


There is a specialized finish of Hammermill Ledger designed for 
the job. “Posting” finish for bookkeeping machines; “Ledger” 
finish for neat, readable pen and ink entries. Both low gloss 
finishes are glare-free, come in white, and soft buff and green 
tint to reduce eyestrain. 

Write now, on your business letterhead, for a sample packet 
of Hammermill Ledger See for yourself how the new Harnmermill 
Ledger can help your accounting records look neater and last longer 
Hammermill Paper Company 171 Last Lake Road, brie 6, Pa 


MMERAg, 
— Fen costs no 


and actually less than many other watermarked ledger papers 
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DU PONT PRESENTS 


This is Cambodiat— newest pattern in 
breathable, durable Du Pont “Fabrilite’’* 
vinyl upholstery. Choose from 14 popular 
decorator colors—deep-tone hues and soft 
pastels to add a fresh, exotic look on fur- 


nishings that get heavy traffic. Exclusive 


Du Pont formulation resists soil and wear, yet drapes 
for easy fitting and supple luxury. Thousands of invisi- 


* Fabrilite’ is Du Pont's registered trademark for its elastic- 
supported vinyl upholstery. {Dengn patent applied for, 


cA New Far fast Zook in soft pastels 


with wear- and soil-resistant Du Pont Fabrilite’ 


ble pores breathe for soft, yielding comfort. Write for 
sample swatches to KE. 1. du Pont de Nemours & Co. 
(Ine.), Fabries Div., Dept. OM-611, Wilmington 98, Del. 


There's no vinyl upholstery like 


Guathabl 
GP Fabrilite 


16.4.5. pat orf elostic-supported vinyl upholstery 
BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


For More Information From Acvertisers Use Readers’ Inquiry Coupon on Last Page OFFICE MANAGEMENT 
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Coming Events 


NBFA Eleventh Annual Conference. 
Rye, N. Y., October 29-November 1. 
Sponsor: National Business Forms As- 
sociates. Place: Westchester Country 
Club. 


IMS Time and Motion Study and Man- 
agement Clinic. Chicago, October 31- 
November 2. 

Sponor: Industrial Management So- 
ciety. Place: Hotel Sherman. 


AMA Finance Conference. New York, 
October 31-November 2. 
Sponsor: American Management Asso 


ciation. Place: Hotel Roosevelt. 


NFL Secretarial Institute. New York, 
November 7-8. 
Jureau of Business Practice 


Institute. Place 


Sponsor “ 
National Foremen’s 
Hotel Park Sheraton. 


NWMAA_ Electronic 
Conference. San Francisco, November 
8-9. 

Sponsor National 
Mac hine Association 
Place: Sheraton-Palace Hotel. 


Business Systems 


Western 


Accountants 


Reyion, 


Lniversity of Maryland Office Man- 
agement Conference. College Park. 
Md., November 8-10. 

Sponsors: University of Maryland; 
Area III, National Office Management 
Association. Place: University of Mary 


| ind. 


Third Institute on Electronics in Man- 
agement. Washington, November 12- 
16. 


Sponsor: The American University, 
Department of Government and Public 
Administration. Place: The American 


University. 


AMA Insurance Conference. Chicago, 
November 14-16. 
Sponsor: American Management Asso 


ciation. Place: The Palmer House. 


Lniversity of Chicago Office Automa- 
tion Conference for Senior Officers. 
Chicago, November 15-16. 

Sponsor: University of Chicago, Place 
Conrad Hilton Hotel. 


Fordham University Office Automation 
Conference for Senior Officers. New 
York, November 26-27. 

Sponsors: Fordham University; Third 
International Automation Exposition. 


Place: Hotel New Yorker. 


NOVEMBER 1956 


with the EDITORS# 


THE STORY in this issue on the 
organization which will be created 
results 


to torecast election night 


with the Uinivac (see page 54) 
underlines, we think, one otf the 
things that has been said many 
times about automation, but which 
sull draws a skeptical reaction 

that automation will probably create 
more jobs than it destroys. In read 
Ing the story, note the number ot 


people who will be involved in 


feeding information to the Univac 
editing information tor the Univac, 
programming, and entering the in 
formation on the machine. Grant 
ed, the machine's capacities make 
it possible tor it to do work with 
that information that would take 
men many times as lony, so to a 


degree it replaces the men who 


yht actually make calculations 
with the information sent through 
PHkE POINT IS, at doesn't repiace 
them, because if it were not tor the 
computer, no one would be atte rapt 
ing the lorecasting procedure that 
will be carried through with the 
Univac this time There wouldn't 
be any pomnt. By the time even a 
race of trained mathematu ans had 
worked through the equations that 
will be handled by the machine in 
i matter of seconds, the information 
they were using would long since 


have been superseded by later, more 


extensive information The whole 
crew servicing the Univac on ele 
tion night, then, im effect, is work 


ing on that particular project that 


particular might only because the 
machine exists, and theretore makes 


that particular project possible 


TRANSLATE. that into terms of 
a data processing center within a 
COM pany working throughout the 
year, and one can see why automa 
destroy 


thon will not necessarily 


jobs—it will replace them with 
higher-powered, more demanding 


| ’ 
ind more rewarding yous, as 


allows industry to do things i 


could never attempt belore 


I WILI , ot course serve lo lop 
the constant multiplication of yobs 
it the lowest clerical levels which 
has been a problem in every othe 
for so long. But in an era when the 
demands ot business lor workers ar 
rising taster than the popular on as 


i whole, that 1 boon, rather than 


a pe ril \s 7 ikers at the recent 
AMA conterence on othce manage 
inent reported in thi: issue pointed 


out, if the present rising urve ol 


| 


demand tor clerical workers con 


tinued steadily, the competition tor 


clerical workers would be as trerce 


in 1975 as as the ompetition tor 


engineers, today 


\eober (TF) Say 
hditor 
Robert Beeman, Managing I:ditor 
Thomas V. Murphy, kditoran-Chief 
Geyer-McAllister Publications 


Records Administration Seminar. Chi- 
cago, November 26-30. 

Sponsor: Record Controls, Inc. Place 
The Palmer House. 

Third International Automation Exhi- 
bition. New York, November 26-30. 
Sponsor: Richard Rimbach Associates, 
Inc. Place: Trade Show Building. 
Human Engineering Conference. New 
York, November 28-29, 

Sponsors: Manhattan College; Third 
International Automation Exposition. 
Place: New Yorker Hotel. 


SAM Operations Research Conference. 
New York, November 29.30. 
Sponsor 


Society tor Advancement of 


Management. Place Hotel Commo 


dore. 


1956 Eastern Joint Computer Confer- 
ence. New York, December 10-12. 
Sponsors: Institute of Radio Engineers; 
American Institute of Electrical Engi 
neers; Association for Computing Ma- 
chinery. Place: Hotel New Yorker 
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She saves Ralf the time... 


Waltonals adding machine... 


Live keyboard* with keytouch adjustable to each operator! 


Saves up to 50% hand motion—and 
effort! Never before have so many time- 
and-effort-saving features been placed 
on an adding machine, 

Every key operates the motor! So you 
can now forget the motor bar! No more 
back-and-forth hand motion from keys 
to motor bar. Think of the time and 
effort this saves. 

Keyboard is instantly adjustable to 
cae h operator's touch! No wonder oper- 
ators are so enthusiastic about it. They 


do their work faster with up te 50% 


less effort. New operating advantages, 
quietness, beauty. 

“Live” Keysoarp with Adjustable 
Key-touch plus 8 other time-saving 
features combined only on the National 
Adding Machine: 


Signal... 


Automatic Clear 
Subtractions in red... 
Automatic Credit Balanee in red... 
\utomatic space-up of tape when total 
prints... Large Answer Dials . . 

Kasy-touch Key Action... Full-Visible 
Keyboard with Automatic Ciphers .. 


Rugved-Duty Construction, 


THE NATIONAL CASH REGISTER COMPANY, vavron 9, onto 


989 OFFICES IN 94 COUNTRIES 


40 For More Information From Advertisers Use Readers 


Inquiry Coupon on Last Page 


Boss saves oa the cost! 


eee ee ee ee ee ee ee 
A National Adding Machine pays 
for itself with the time-and-effort 
il saves, then continues savings as 
yearly profit, One hour a day saved 
with this new National will, in the 

average othee, repay LOO a vear 
on the investment, See a demon 

stration, today, on your own work 

Call the nearest National branch 


offer or National dealer 


*TRADCE MARK REG U.S PAT OFF 


ACCOUNTING MACHINES 


OFFICE MANAGEMENT 
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editorial 


In a rut? 


frequently heard trom othce employee 


“IN A BUT’, a complaint: very 


certain to be stall as modern 


down through the years, is widely heard 
advance in the offce—unle someth ny 


methods ot data processing 
without delay 


late the eri pple to what 


and consistent is done 


she 1s working on 
As tasks are % entin 1 and subdivided 
the xreat danger is that employees will tend to 
t t seyment ol the whole heim duty 


concentration on 
( the ms are not 


n 
YROnNY! wus) 


handle Othce brass rains 
are aware of what sk objectiy ire and the 
indeed lo the 


| 1) drama where 


MmIctTi 
” Nad thereto 
nnot aflord that they are in a 


modern ofhiee wn 
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“Office management logically cuts across research, engineering, marketing, finance, every function of management” 


AMA meeting stresses automation, systems 


to offset personnel shortage 


Without automation, clerical shortage by 1975 would 


be as severe as engineering shortage today, speaker from 


Sylvania tells AMA office management conference 


ONLY INCREASED emphasis on 
systems, automation, and meticulous 
advance planning for all company 
operations can slow the Increasing pres 
sure tor othce workers, a pressure 
which, if it continues at the present 
rate, will make clerical workers as 
scarce by 1975 as engineers are today, 
400 office administrators attending the 
American Management Association's 
annual office management conference 
in New York, October 15-17, were told 
by various speakers. 


Although the range of subjects cov 


12 


ered at the conterence extended trom 
“The New Dimensions in Office Man- 
agement” to “Making Constructive 
Use of the Office Grapevine,” over 
riding emphasis was on the need for 
rapid acceptance of all the innova 
tions in office management which are 
becoming available today to relieve the 
constantly increasing competition tor 
available clerical personnel, and to 
meet the pressures of an expanding 
economy. 

The very first speaker, Kelley Y. 
Siddall, administrative vice president 


and member of the board, Procter & 
Gamble Co., Cincinnati, O., struck the 
keynote that was to be repeated so 
often throughout the three-day con 
ference at New York’s Sheraton-Astor 
Hotel, when he told the opening 
morning audience that all basic busi 
ness thinking today must be keyed to 
a picture of a constantly expanding 
economy. 

Such an expansion is made certain, 
he said, because of the huge sums 
American industry is now plowing 
into new products and increased re 
search facilities to create still more new 
products. 

In this situation, he went on, it is 
essential that both company manage 
ment and office management people 


realize the vital role of office admin 


OFFICE MANAGEMENT 
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1 this continuing expansion 


modern office can only be the 


nerve center of cost control and opera 
tional efhciency it should be if the 
office manager is alert to the new di 


mensions in his field—automation, cost 


accounting, and other financial con 
1 | 
trols, communications handling, othe 


services to increase executive efhciency, 


and human relations” he said. 
Over and above all these new dimen 


sions, he emphasized, is the respon 


vlity of ofhce administration tor 

, 

sound and adequat planning the 
number one responsibility of manage 
ment Office management, the speak 


a declared, is the one function that 


! 
logi ally cuts across research, enpineet 
ny, manulacturing, marketing, n 


nance, and all the other functions o 


Management, and it must keep pace 


“Contribute—don't simply adjust” 


This means, he said, that ofhce man 


nust b 1 tec nique flor makiny i 
quick and tundamental contrast, based 
on the Coss 


Owens-Illinois ts measuring ofhce 


osts by means ot predeter nined time 
tandards, top watch neasurements, 
and estimated time ilues, he said. It 
testing new nethods by use ot 
nodels, and experimental wtlallati 
In outlining how tine standard 
ha © $2 ed his COMPANY Mone . he {e 
rium | in incident in whi h one oOo 
the ryanizations subsidiaries cle le | 
to install a ¢ ardaty pe machine tor in 
ny There Was a question i lo 
vhether one or two machine operator 
should be hired Use of prec crmined 
time standards showed that two oper 
’ ators would prive higher total produ 
i t », and would reduce idle time on 
th ma hine, but the imcrease | ular 
Ost would vecan that the t t 
eacn invoice vlad be r with 


aver nust mtrivute to advance in 
chang n mipany operations, not 
, ] | 1 } | 
merely adjust to them t means too 
| , 

he declared, that ofhce management 
mu ry orward its own long 
ranye planning royran i nm inteyr 
yart ) the poann ul hroughout 1 
} } y 

i i 

| { TiTh Mi ' ! hoortiitig ) i} 
CT lhomas \l ( x 1 nahay 


Cth Meth | i ! Py edures. Ohwet 


Illinois Glass ¢ Toledo, O., deve 
oy 1 the cm rth vhen he 
the audience hat the rea iW 
I ) mn tion iKin ton 
i la nha nanag 
know i ) vhat ! oth ost i 
ind lo ev I n | lyle to kee 
them at a minimum 
B 1960, th lemand tor ler 
VOrTKCT A ’ per nt hig he 
tna I va » 1990 Ny pred te 
Th nean ne ent on that \ 
must be certain that we evaluat pro 
c in ma VC al loing thing weil 
certain first that the ire nece i! 
ind n mvc, that ney ire done } 
manner \ h nost econom ‘ 
nan VC 
W ork i tt and tim tan 
ird i vo method (Owens-Illino 
ha ound effe ach ny the 
you e declared 
B I 1 ¢ j > va pre 
method imi pieces” of t 
existing em } varned It's mu 
too casy t a ed as to the 
method ine i ry ritical look 


taken at possibile iiternatl 
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Thomas Cox, Jr... stressed work measurement, time standards 


Vo operators t } \ one ind 
irthermore, that one operator could 
handle the existing imvonin oad 

Analyzing entire pr 

Use of time standard pt n ot th 
greatest value in analysis of entire pr 

| | } 1 1 

aura sequuences, ¢ ih ! i 


in example his own company, Owen 


iinots, in applying time standards to 


in’ entire sequen c 0 yperal aS, Like 

ihed all th pap rwork oncerime 
vith the manutacture o i vole on 
ol i products Phe particular prod 


uct was manutactured by eight ol t 


OMpPAny s plavts Iwo puant wet 
ected, and all paperwork pro dure 
meerned with the wiven | vduct 
winutacture were charted and timed 
| results were Compare Iw th pre 
etermined tine standard ind also 
l isses proposed change i the exis 
pap rwork tem On the bas 
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as 


of these comparisons and evaluations 
of proposed changes, a new system for 
handling paperwork was developed. 

“When ‘this new system was applied 
to each of the eight plants, it resulted 
in what seems to be a considerable im 
provement and the ability to handle 
the same work with considerably less 
people, he said 

The first two afternoon sessions on 
Monday, the opening day, were given 
over to a panel session on “Engineer 
ing for Paperwork Control,” and a 
discussion of forms by Kenneth A 
Taylor, Office Procedures, Metallurg 
cal Products Department, 
Electric Co., Detroit. 


General 


Ihe third afternoon session covered 
a new method for analysis and control 
of clerical work developed by the 
speakers, Wallace J. Richardson, asso 
ciate professor of industrial engineer 
ing, Lehigh University, 


Pa., and Robert | 


professor of industrial engineering, at 


sethlehem. 


Heiland, assistant 


Lehigh, 

The new system, “integrated proce 
dures control,” which involves reduc 
ing all information concerning every 
phase of office activity to punched card 
form, Promises, according to the speak 
ers, as rapid a] development in the 
system efficiency of office management 
as has occurred in the capacities of the 
business machines which serve the 
othee. 

This is the critical moment when 
flex ible 


proving othice procedures are called for 


such rapid, methods of im 


they said, because top Management to 


day realizes that information is itself 


a commodity, and that a well designed 


system for processing and using infor 
mation 1s as vital a company asset as 
any other material processing system 
Sut at the same moment that top man 
agement has become fully aware of 
the importance ol the ofhce, and the 
vital importance of good systems with 
in the office, the rapid de velopment of 
ofhce machine capacities has in many 
ways outstripped the systems mnprove 
ments which must be made to use the 


machines most advantageously 


Machines pose challenge 


“The striking progress in the field 
of business machines, and the ck velop 
ment of computers has posed a chal 
lenge to office manayement which i 
has not always been able to meet,” the 
speakers declared. “Information can 
now be mechani ally processed at 
speeds that were unheard of a few 
years ago but no machine made can 
exercise independent judgement. 

“Therefore it is up to those in. offic 
management to make economi ap 
praisals of equipment and personne 
in each office situation,” they went on. 
‘and such appraisals must now include 
the effects of any change On an entire 
system ol data processing, not yust a 
single step.” 

Such a “total 


achieved through integrated procedures 


approach can he 


control, they declared, outlining is the 
theory behind their new plan 
Information concerning forms is re 
duced to a series of coded punched 
cards. Using this forms analysis as a 


starting point, clerical activity of pet 
p> | 


Speakers review program plans between sessions 


sonnel and equipment is identified 
with the form, and coded into a series 
of punched cards. Work sampling is 
used to provide cost information, which 
is also recorded in punched card form. 
Statistical sampling techniques are 
used to establish work loads, including 
cyclic effects. 

This gives in punched card form, 
according to the speakers, a complete 
quantitative and qualitative analysis 
of office procedures as an end result. 
Various manipulations of the cards 
can provide management with almost 
any information it needs about the of 
hce—-torm information, cost intorma 
tion by form, equipment cost and utili 
zation, and comparison of the costs of 
mechanized and non-mechanized pro 
cedures 

Advantages ot the integrated proce 
dures control technique over the more 
traditional flow chart of office activities, 
according to Ws inventors: 

Since all information is on punched 
cards, it can be presented easily in 
any desired breakdown. 

Punched cards are much easier to 
work with than the traditional flow 
chart. Moreover, they vive a basis not 
only for forms control but also for a 
reference file of — office procedures, 
which can be updated at any time 
simply by substitution of a few new 
cards. 

Under their system, too, they de 
clared, no work is wasted: each step, 
in addition to being a necessary prece 
lent to the next, is valuable in itself 


Thus, the forms analysis can be used 


to measure the effects of changes in 
\ ' ' P | ] 

work patterns. rocedure analysis re 
duced to punched card torm 1s helpful 
in checking job descriptions, in meth 
ods improvement, and other investiga 
tions. The concept of sampling to 
determine work load characteristics 
an also be used ince pendently. 


While 


procedures contro] 18 only ore 


conceding — that integrated 


possible 
approach to bring ny together and 
coordinating the vast amount of data 
which must be employed to knit to 
vether comple x systems, the speakers 
declared that their plan had giver 
wm “more results per hour of worl 
than any other system we know. 
The final Monday atternoon session 
Was given over to a discussion ol 


James N 


manager, 


“Records,” by Flanagan 


general — office Monsant« 
Chemical Co., St. Louis, Mo 

The Tuesday morning session was 
devoted to Various aspects ol the plan 


(To page SU) 
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OW “brainstorming” can aid 


your operations 


This new and productive technique of stimulating 
group thinking can be beneficial in solving many office 
problems if five simple rules are followed 


by Richard N. Paull 


ion of National Steel Corp 


THERE'S SOMETHING vital and Chicago and New York Universities 


Pomp on in management, It's I niversity ol Southern California 


niversity of Buflalo and Boston Uni 


versity, to mention a tew It is also 


nstorming. Through it, top 
nanagement conterences, bull sessions i 
in u ‘rs, sales meetings, be part of the training given Air Fore 
and profitable. It Reserve Officers in 203 
by any group concerned the United States. All bran 
: 
1 common problem of the military ind many 
On’ othcer of a large corporation has ernment agencies, too numerous to 
mention here, are successfully using it. 


about it: “Brainstorming 1s 


ilmeast lost irt of using The basics are lnportant 
gination. In addition 1 mental to the whole id 
ally hundreds of yood ‘ tance of the adage 
deas produced, it 1s iting better than one ind 


nethine ; . 
OMCthing cls enthusiasm ; the theory that ne 
| ' 
peLSE VE I'll have st: y { ! reat deal more creati 
i knowledye: 


quarter generally 


prerequisite brainstorming boils dows 
ession with a PUT prose 
Hundreds o companies, in 
firms like National Steel, General 
tric, IBM, and General Motors. h: Here's how it works \ panel 
; " 


experi ed lavorable results eight or ten persons ul pretty 


Panel must have leader 


Yet, even in the ' same organizational leve 


there are oryaniz ‘ p t have a leader 


it will not work | 


yround rule 
issume that an tollowed 
brain torm + I 1 re ord 
intractions of 
or a nadequat 
the whole technique on 


ne pane eader or nt 


consideration th larg 
hip Companies hat h \ ht “ How 
\nothe: 
that the 
How 

ition in 
ch too roar 
How can we 

i aZine 


regular curri 
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“Free-wheeling is welcomed; the 
wilder the idea, the better—" 


stands the ground rules They 


\ ' aaiall 
Simple and only five in number 


hirst, negative thinking 


cTitkcisin on 


functional 


There is no place tor 
Dbramnstorminyg From a 


stan Ipoint, our nental powers might 
iM oversimplified into yudicial and ere 
ative thinking. Our judicial mind an 

compares and chooses, Our 
ve mind foresees and 


ideas Mixing the two 1 


impossible Cine expert has eflects 


’ ' 
penerate 


nental proces 
He explain I! 


hot ; I ld water out 


< t 
Ompar | 


aime tau tine 

yet only ad swater ty the same 
token, it o criticize and create 
i! the I urn on 
enoug 


nto the onlere! 
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sometimes triggers One that answers 
the problem 

\ quick yet effective illustration 
which brings the necessity of this rule 
into focus concerns a destroyer riding 
at anchor off the Alaskan Coast. A 
heavy swell was coming in trom the 
yyy. Suddenly, t 


lookout sighted a loose mine There 


northwesi. It was fe 


wasnt time to horst an hor and yet out 
of its path. The mine was too clos 
to be detonated with a salvo from t 
deck guns. What did they do? 

The captain ol the vesse] must 
ered the rew and asked for SU ure 
tions. An inexperienced seaman. said, 
Let's yet the crew on this side of the 
ship and blow together. It will send 
the mine back to sea. \ complete! 
foolish suggestion, but it rang a bell 
in the captain's mind—the 
iple of hydraulics was involved. 
ordered his men to break out the 


hoses. .\ powertul stream of water 


’ ' ' 
held the mine aw iy from the ship unt 


the anchor could be lifted and the d 


trover steamed out of the mine's patt 
Quantity is criterion 
Rule number three (Quantity 
\ inted, The nore ile 1s, the better the 
nance Of petting a yood one Many 
panel leader et a quota tor a certain 


ma piven amount o 


| 
tchen sink 


yourself, c: it be modihed 
| se ould | made trom tl 
idea?) Think in terms of other shap 


and torms. How about idding or tat 


ing away colors? Can it be shorter 
Longer? Vhinner? Wider? 

Last, enthusiasm is essential. Re 
nember, to be enthusiastic and yen 
ite enthusiasm in others you have 
i t enthusiasts 

\fter the session, another grou 
epin reviewing the list of ideas 
erated, Here and only here , yud 
thinking permitted The « ond uy 

ll evaluate each idea, discarding 
‘ » ONES ind I 
yestions 

Actually, that's all there ts t 
storming. It sounds easy in 
Any idea may set off the chain reaction leading to the solution. Brainstorming was originated 
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Entrance facade strikes Oriental theme repeated through building 


Intricate communications svstem feature 


in new Standard-Vacuum offices 


Pneumatic tube carriers 
s — 
* link all departments 


; THE STANDARD VACUUM: Ol 
3 Company which controls overseas oO} 
aa = erations in 50 countries and territors 

n Asia Africa, and Australia, believe 


in re Iprocity or “)» if would ccm 


new head 
in White 


cmty-five mile 


quarters 
id iti 


wrth o 


Centralized dictation4transeription section is heart of 
Standard-Vacuum’s external communications set-up 
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Executives can dictate from any point in the building 


countries were mixed with the mortar 
The materials included a collection ol 
precious stones from ¢ eylon, which are 
used in a traditional good luck cere 
mony of that country, beach pebbles 
Malayan tin ore, river 


Nam, and gold 
Africa and 


from Japan, 
pebbles from Viet 
bearing ores from South 
Thailand. 

The first striking evidence of this 
exotic architectural scheme is embodied 
in the building S main entrance, which, 
through its double flared canopies over 


} 


entrance doors proper and over the 


entire central facade suggests — the 
pagoda roots of China, and North 
Asia. Murals in the entrance lobby, 


raw silk Chinese screens in the execu 
tive offices, and rounded Chinese door 
ways in the employee caleteria carry 


torward the theme. 


; ; 

But the ancient Oriental influence 
are restricted to strictly archtectural 
ind decorative touches. Underneath 


this facade, the new ofhices embody al 
the most advanced de velopments ol a 
more praymatie and more modern civ 
ilization——a civilization geared to the 


new rather than the traditional 
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the handsome new 


sd omplex otf eficien othice 


service lesigried to make the new 


} 


In such a situa 


tion, the mmMmunications system is th 


! here Standard-Vacuum 


has creat 1 what 1s surely one of tne 
most advanced internal and external 
ommunication networks vel devised. 


Documents immediately available 


All departments in the new building 
ire tied together by a fully-automatic, 
1 speed, pneumatic tube carrier sys 
tem, which, in eflect, makes every 
document in the bu Iding immediately 


iVatlable to any one of more than 700 


dquarter staff members at 


System can carry 


corre spond 


suppl ie is long as they weigh seven 


any ol twenty re 


ceClvinyg-dispa ny stations at a speed 


ond. 

\lso part of the modern communica 
tion system 1s the use of remote dicta 
tion-tr INScrIption equipment, which 
makes it possible for anyone in any 


othce in the buil 


ing to pick up a di 
tating init resembling a telephone, 
press a button, and dictate a letter or 


memo to a recorder in the central tran 


(To page 62) is recorded by lights on this control panel 
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Employee dining room shows Oriental motif again in wall treatment 
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The office fears turnover, set turnover, if not carried to extremes, can be a benefit 


Conclusion— 


A program of effective human relations 


Vost attacks on the human relations problems in the 
office have been spasmodic, not part of an overall plan. 
Yet such a plan is the complement of systems revision 


By Ralph W. Fairbanks 


President, Fairbanks Nssochates, Ine Greenwich, Conn 


SELECTION, assignment, and train There have been spi 


inp are only parts of on phase ola on various human relations as 


ismodi attacks 


spects ol 
Haphazard 


properly planne 1 personne! program, a clerical work in the ofhce. 


phase that has only to be stated ‘to as these were, they have produced 


convince anyone of its basic logi \ tangible benefits for the offices that 


i! | 


complete human relations program in employ them. Sut wit! 1 luli-scale 


the ofthce can make use of a complex integrated program, a program that 


ot tools that will give management has a logical progression, so that each 


ultimate efheiency trom its people, and move in achieving the entire program 


| 


will simultaneously make the workers comes in the proper sequence, the ben 


} 


efits of a thoughtful and well 
Preght, 195 »y Prentice Hall, In 


themselves happier in their jobs. -planned 


personnel program can be 


the benefits of system revisio tselt. 


It will mean acceptance of some new 
facts on your part, Tacts that are direct 
ly contrary to the folklore of our time, 
But again, a good human relations 
program 1s based on common sense 
is much as on anything els And 
common sense will show 
radical “new ideas are 


ones: the accepted facts are 


of the me 


Why should an office set 


possible selection standards 


worker in every category? 


pertectly obvious that a | 


getic, ambitious, and intel] gent 
er who 1s 


purely mechanical routine 
| 
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4 
is 


og ¢ lor pertorming that 
@ This is an excerpt from the 


muti i i less ImMayinative and ay 
: new book, “Successful Office 


Br = ¥s — ~ ho has the san futomation.” by Mr. Fairbanks. 

nechanical ability, but who has con who serves as Office Manage- 

siderably ss drive? ment’s technical advisor on auto- 
Obviously, the less intelligent work mation. The book is published 

er Ww < more contented in the dull by Prentice-Hall, Inc.. New York. 

rout ob than will the worker who and sells for ten dollars. 

wants stimulation trom his job. Yet 


the averaye personnel department al ; 
. ' 1 pieting the system designed to stream 
mos iriably plc ks the more high- - s : a 
, line all company mechanical routines 
powered of any two applicants, even 8 
1 into the vest pOSsipic pattern 
thouy jv in question does not t 


The logical time to institute a com 


ill to i high-powered person. ‘ 
plete human relations program is at 


I. turnover always bad? the time when your company 1s under 


Ano stance is the office’s con going the upheaval incident to system 


stant siste - on keeping its workers. change anyway. Everyone 1s ilerted to 
. . 1! s ] ] 
its fea y} turnover as a proble m. In h inge All the incidental hold Lips 
oh ; : —— ( 
term ' sts. turnover is not a prob that may arise can be cleared out o 
then 5 a ; ' 
lem; i « a beneht, if not carried he way during one major changeove 
ee period And many ot the tacts and 
1 hiygures accumulated during system re 
Wit heavy weight of fringe . 
; “ vision can be used in setting up an 
eneh i 1¢ high costs of auto , : : 
; ' efhcient human relations program 
natic Wage increases for clerical work ‘ 


Moreover, your company 1S spe ndin 
ers, any company that really considered 


hee cunt salen dam % time, money, and effort to achieve a 
prooiem VOU ne c a urn 
| | 
. major system change You obviously 
over can be a good thing. Specifically, . 
' : did not devise the system to hit your 
in low-le 1 jobs requiring little train- 
iy baiely bial personnel. Therefore the logical pat 
| re y . es 
ny ne, a fairly high rate of turnove - . 
rT tern to follow 1s to beyin a program 
may be very desirable. The cost of , al! _° — 
that wil LOW u to beyin fitting pe 
training tune for new workers will be ™ any ei ‘7 Yai 
| ' tl } ‘ sonnel into the evels and jobs that 
siderah . > 
onsidera \ less Man the cost Oo " 
a , ae ieee | , will give maximum effectiveness to 
accumu.a x fringe yenehts anc ol 


, the system 
SHIATY TTC ASeSs based on time of sery 


f | This is your company chance to 
ice 0 vorkers who Stay on the job 
prob 


lems not the scattered little individua 


throw in against your personnel 


In cold tact, the problem facing alert : 
! 5 remedies that have been tried in the 

management 1s not keeping turnover ' " ' 
past Hit=a complete and all-inclusi 

to the absolute minimum, but deter 


program, co-ordinated with the system 


mining what deyree ol turnover 1s de 
ree o : ~ that you have decided to install 

sirable en a” ( Hoag - then If your company does decide to tol 
taking easures designe to ecep as " 14c.t 
: ’ is I . ow this pattern, to establish an over 
1Ose that ce yree of turnover a3 pos it 

. ul program for maximum personn 
Stipe 


eflectivness in co-ordination with it 
Vanagement’s primary responsibility 


atin new system of routine ou should 
is lo carn profit. The point at which 7 " i 
' ill on the planner who has devised 
' ' 
emp enefits through length o 
I b 6 the svstem for advi Ihe planner 
C1 i iwweigh the cost of feeding 
‘ Working vith your upervisor mad 
in a juate replacements shouid 


Mnanayvement 


I" ty | | 
} \ OF ANALYSIS doc not rs t r 


nean i ianayemen must throw vit ' 


ou 1 oyees alter 


system ynplementary to and com (To page 5) 
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Conclusion— 


How scientific are your 
management decisions? 


by Eugene E. Jennings 


A\nsoclate Professor of Management, Michigan State University, Bast Lansing, Mich 


THE SCIENTIFIC attitude has an 
other enemy and it is found in the at 
titude called fatalism or determinism. 
The fatalistic attitude holds that hu 
man behavior is influenced by forces 
beyond the executive or the superior’s 
control, A sort of casual pattern deter 
mines one’s behavior in advance ot 
behaving. One then does not make free 
choices since one can do nothing about 
his decision, The tatalistic attitude be 
lieves that the time and date when one 
is to die, for example, have already 
been established. It views human events 
as composed of a series in which one 
event then opens the door to the next 
event which in turn opens the door 
to the next event, etc, Thus, people 
live and die and what happens to them 
is a sequence of things and events 
already determined for them before 
they are born. 

The fatalistic attitude is expressed 
when one Says, as he crosses the street, 
“Oh well, the truck will miss me be 
cause | am not ready to die” or “Don't 


fight it; let things come naturally, it’s 
better that way.” 


No one thing prevents clear 
thinking as much as bias 


Another aspect of the fatalistic at 
titude is that because of the sequence 
ol related events, one event in a per 
son's life causes the next event, etc. In 
order to find the cause for a person's 
conduct we have but to look at what 
preceded the event This is called 
linear thinking. Linear thinking 


plies several fallacies that prevent the 


im 


supervisor and excutlive trom acquir- 
ing greater understanding. First it 
implies one cause for any result and, 
secondly the cause precedes the event. 
Thirdly, linear thinking implies that 
these causes and events are linked to 
yether, so that an entire sequence ot 
events is fairly well determined in ad- 


vance, 


Self-analysis first step 

\ major step is taken toward ac 
quiring a scientific attitude when the 
othce executive realizes that there are 
few problems that are actually ordered 
in human affairs and that much of his 
difficulties stem from his own inability 
and unwillingness to control his own 
behavior. In addition, considerabl- 
progress toward thinking has been 
made when the individual recognizes 
that there is more than one cause for 
any event, and every event is both a 
cause and an effect. This is what is 
called the field theory o 


human be 
havior. Who does what to whom is 
the most difficult of all questions to 
answer for there are many “whos” and 
many “whats,” all interacting. Take 
lor example, the problem of the juve 
nile delinquents. What makes the de 
linquent? What is the cause (of 
crime, divorce, wars, inflation, or what 
not) is one of these monocausal (linear) 

and really nonsensical questions 
that no disciplined mind asks. 


If there is more than one cause there 


is also the possibility of several causes 


and they do not necessarily precede 
the effect. Many causes are preceded 
by the result because man can antici 
pate and imagine. But most important 
to remember is that many causes of 
an ofhce employee’s behavior occur as 


he is behaving. He is “feeling his 


g 
way, so to speak. If the executive 
or supervisor is ever to reach firm 
confidence in his ability to think crit- 
ically and act wisely, he begins by as 
suming that there are many causes 
for an event and that he is to a great 
extent master of these very causes 
The most important element of the 
scientist's attitude is his desire to be 
objective. By being objective we don’t 
mean the impossible. It is not man’s 
lot to be completely Iree trom whim 
and bias: to be open minded and ready 
to believe whatever his results prove; 
to preclude value judging until the 
facts are complete. Sut the distin 
guishing feature of objectivity is not 
utter treedom from prejudice, but 
rather that the man Strives lor a meas 
ure of objectivity despite himself. For 
many this means a great struggle but 
if they are ever to gain in the eternal 
problem of understanding human and 
social relations they must begin by 
taking a firm hold of themselves and 
disciplining their mental resources. 
President Lee Bristol of Bristol 
Myers, Inc., says that his biggest 
is keeping closed minds open. There 


job 


are strong tendéncies about us to 
come to definite opinions about things. 
Alfred Korzybski has asserted that 
the two easiest Ways to stride through 
life are to believe everything or to 
believe nothing. There are people, 
also, who believe something because 
others condemn it just as there are 
others who will believe because of their 
own need to achieve substance and 
solidity. Still others believe just be 
cause they need to believe. Many more 
examples of not being objective exist. 
It is difficult to look objectively at 


causes of human and social problems 
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It is simple to be scientific and objective in a strange environment, as is the 
anthropologist; the difficult thing ix to be objective in familiar surroundings 


in the office because we ourselves 


part and parcel of the very causes 


the problems. 


How can the supervisor and execu 
} 


tive be objective: how can they, as Bri 


minds open Cdn 


- 
imental block or 


tol Says. keep their 
way is to search 


blind 


For cx np Cc. of 


spot in one thinking 


blo k 


) 1 11 
Probably no om 


way ol 


| Ileal 
mental § CAlle< 


preyudice or bias 
prevents 
as bias. 


thing car thinking as much 


With many f us 


certain subjects about 


there are 


] 
never, $ \ say, think straight 


caus blinded by prejudice 


, \ 
Discovering bias is basic to be oming 


ifortunately if 1S not 


objec I 


not exper i 


} man 
he 


bias 
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alter the color and character ol 


\ biased 


world of finality 


lives im a 


When a 


mind 


brought up, a bias 
on takes a definite, 


hnal stand without subj 
problem to study and deb: 


employe who has i set 


Strong desire or 
, 
inalyzing difhcul 
u 
ind 
knowledge 
our minds of 


j | 
more omectively 


in other words, is betr 


his bias a 


subject 


iutomats 


reaction that comes 


have been preceded by 


We all 


may tail 


mental } 


know that 


though the office « 
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changed only 

1oOns (dine 
ompletel 
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ayed 


to change his 
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“Our next president is « 4 


99 


via electronic computer 


On election night, very probably the final outcome 


will first be predicted accurately by a machine 


using 


methods that are applicable to many business problems 


ON THE NIGHT of November 6, 
while newspaper city rooms across the 
country are alive with staff members 
covering every phase ot the election, 
while radio stations interrupt the early 
evening programs with frequent cle 
tion bulletins, and then as the num 
ber of returns increases, devote all thei 
time to election results, perhaps the 
very first place in which the outcome 
wili be known ts none of these. 

It may very well be an area on the 
second floor of the Remington Rand 
heaquarters in New York City, where 
a mathematician from New York Uni 
versity, Remington Rand technicians, 
and political experts trom the Colum 
bia Broadcasting System will be work 
ny together to predict the election ré 
sults long betore these results are final, 


These people will all be important 


54 


actors in the election night lorecast. 


tut the most important role of all 


will be played by Univac—the Rem 


ington Rand computing system which 
is the reason for this concentration of 
experts at the COM pany hea Iquarters. 
For it is the Univac’s tast processing 


of data which will make possible the 


j 


early prediction of probable election 


t 


results. The Univac will forecast-.on 


the ap 


parent trend of the election, and on 


the basis of early informatior 


the basis of later, fuller information the 


almost cert in outcome, 


This drama will be enacted this year 


p which has become famuliar 


he routine 


| 
by a grou 


with 


through Experience 
> and 1954. 


In each case, the machine predicted the 


in two earher elections—195 


result’ correctly in the _first case too 


correctly too early for the stafl to be 


This election, the Univae will 
have a competitor in the predic- 
tion field. The Underwood Cor- 
poration’s Elecom 125 Electronic 
Computer will make its debut on 
the ABC television network on 
election night, predicting the 
outcome of the presidential con- 


test. 


sure of the figures. The election of 
Kisenhower by the overwhelming elec 
toral vote majority he received was 
lorecast early in the evening by the 
Univac, but the staff distrusted figures 
which conflicted so much with the pre 
election poll percentages, and changed 
the weight factors being given early 
returns fed into the machine ) 
ourse, the original procedures were 
correct; the Univac early predictions 


proved more accurate than the ones 


1 


made after the equations had been al 
tered, 
In effect, what will happen election 


night will be an example of one of 
the most important uses an ciectroni 
data processor can have us use to 
estimate probable results from scattered 
data, and thus aid decision-making. 


In effect, in an election, a great many 
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At Rem Rend, returns will go first to CBS political editors 


diverse and scattered factors affecting 


tens O tllions of individual determ: 
! 

nants ters—are all channeled into 

one ot two possible outcomes either 


the Democratic or the Republican pres 
identia indidate will be elected. 

Che analogy between this situation, 
and a business situation in which a 
simple yes or no decision must be 
made on the basis of many different 
factors 1s very close. 


Thus, a rough mathematical paralle| 


to the election night Situation might 
be found in a company which has a 
new product it thinks good. The com 
pany has the choice of manufacturing 


smal] quantities of the product in an 
existing lant at a fairly high manu 
ing cost. Or it can manutacture 


gher quantities at lower cost in 


a pla it cle yned for production o! this 
. ] 

one it Obviously, the degree of a 

ceptan this item, potential market 


de iding whe ther 


pan 1 my reason doe » not Want 


1 
market, but would 


quantities of the 


i¢ im s$ cra stutes 


ptance ot the | od 


ne speed and cant 
| would then vive 


a 
trie 


In that is the situation in 


NOVEMBER 1956 


an election campaign, except that in 
stead of a simple buy or don’t buy re 
action on the part ol the consumer 
the voter—he has a choice of two dif 
ferent positive actions—he can vot 
for the Democratic candidate or he 
can vot Republic an 

On the basis of the early voting re 


turns—the “sampling of the market 


in the business analogy—the computer 


will determine who will be the winner, 
and by approximately how wice amar 
yin, just as in the business instance 
the computer on the basis of sales fig 
ures for small quantities ola product 
in a few different areas would predict 


the sales appeal ot the product in all 


parts ol the country (To page 5) 
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4 new mechanical tape punching 
unit, which can be attached to any 
standard adding, accounting, book 
keeping, or billing machine, or cash 
iegister, and which works on power 
supplied by the gears of the machine 
to which it is attached, was introduced 
last month by Typatape, Inc., in New 
York. 

The four-channel tape produced by 
the attachments, which records in cod 
ed form all the figures entered on the 
basic machine, can be run through a 
tape - to card converter lo create 
punched cards for summary use, oF 
lor entry in a computer, 

The manufacturer pointed out that, 
since the new unit could be attached 
to existing business machines, it makes 
possible “retroactive automation” 
making any standard numeric machine 
of any age adaptable to integrated data 
processing. Moreover, since the unit 
is powered solely by mechnical connec 
tions to the basic machine, it is com 
paratively simple in construction, and 
can be repaired, in case of breakdown, 
by any competent machine technician. 
No electricity is required in the re 
cording process, 

Although at present the four-channel 
tape produced by the Typatape re 


corder can record only numeric data, 


the company plans to introduce an 


Typatape converter transfers tape information to punched cards 


New mechanical tape-punching unit for use with 


standard numerical machine introduced 


Glenn E. Hagen, Typatape president, demonstrates attachment 


alpha-numeric tape recorder based on 
the same mechanical principles in the 
near future. 

Typatape is now manulacturing the 
basic recorder attachment, and a tape 
to-card converter for use with its four 
channel tape. The recorder 1s being 
marketed for about $900, which in 


cludes the cost of attaching it to the 


basic office machine; the tape to-card 
converter will sell for about $5,000. 
Glenn E. 


newly formed Typatape Co. (he 1s also 


Hagen, president of the 


president of Systematics, Inc., ( alitor 
nia, a firm specializing in business ma 
chine automation products) said that 
service bureaus are now being equip 
ped with Typatape converters, thus 
making i possible for small ofhices 
with simple machines to install a Typa 
tape recorder, and turn over many ot 
their summary, analyzing, and totaling 
functions to a service bureau which 
would pick up the by-product tape rec 
ords on a periodic basis, and create 
punched card records from them. 
The new attachments were demon 
strated last month in use with an a 
counting machine, a cash register, an 
electric adding machine, and a manu 


ally-operated adding machine. 


Machine predicts own future 


The cobbler’s children may tradi 
tionally be the only shoeless children 
in the neighborhood, but the same rule 


(To page 60) 
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WITHOUT iCEIL 


at NO SP GME 


PARTITION-ettes’* 
and OFFICE -ettes'' 


Encourage the neatness and efficiency that insure progress and 
growth in your office. Through the use of free-standing Arnot 
PARTITION-ettes, sub-divided space can be achieved without 
plaster mess or interference with your Office routine. 


Rooms without ceilings are now available ot your Arnot dealer because 
from a single inventory of Amot components, you can select 
PARTITION-ettes and Modular Furniture, OFFICE-ettes, conventional 
desks and tables, conference and overhang desks, executive 

office furniture and credenzas... all in genvine walnut or steel. 


*Pot Vontin VTrode Mork 
Hamed ene Cohort Foran ARNOT-JAMESTOWN DIVISION 
Aetna Steel Products Corporation 
Write for colorful Brochure Jamestown, New York 
n n: Dept. 116 
entitled "A New Woy Of Gentieme P 
Life In The Office” I'd like to know more about the Arnot furniture components 
4 and PARTITION-ettes and receive literature. 
illustrating use of Arnot 
PARTITION-ettes and 


NANE TITLE 
furniture components. 


FIRM NAME 
ADDRESS 


CITY ZONE.___ STATE 


Bite 
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: 
ae Next President” give the first solid indications of how returns has been received at CBS 
the election is going. headquarters in New York. 
ier, (From page } Actually, of course, even when East In preparation tor the election, th 
: ern states have almost complete re Univac will have placed in its “mem 
: , Thi i an oversimplification, 0 turns on election night, they will not, ory” percentage results in past elec 
Bs course, of the immense amount ol to the casual observer, necessarily in tions for each state. If a strong na 
4 work, the weighting, the equations, dicate how California, for example, 1s tional trend shows up in the returns 
ra that must be worked out for the com going to go. from the first reporting States, a trend 
* puter program before the first raw Eastern returns will indicate nothing which shows a definite change from 
data are fed in. But in essence that to the casual observer about California past figures in the percentage of votes 
is what the computer does—and will results, perhaps—but with the caretu being cast for either candidate, it can 
do on election night as the first re mathematical programs that have been be assumed that the same trend will 
turns begin coming in from the East worked out for the Univac, California have at least some reverberations on 
ern states which, because they are in results may very well be predicted by the West Coast. If the trend ts strong ° ° 
the earliest time zone, will probably the machine before the first California enough, it can be used to project a 
: weighted percentage change in West 
. Coast returns. If the area of change 
The dramatic circulation growth is large enough, probable West Coast . 
, results can be predicted even though 


of Office Management is a reflection of its the higures will be tar too rough to 


forecast exact popular vote percentages. 


s 6| EDITORIAL 
SERVICE 


OFFICE MANAGEMENT is the fastest grow- 
ing business publication for management execu- 
tives, with the largest A.B.C. paid circulation by 
far, in the big office market. 


sume that in 1952, in East Coast State 


\, Stevenson got 43 per cent ol the 
popular vote and Eisenhower 37 per 
cent, Assume that in West Coast 
State B (a state similar to A in rural 
and city voter percentages) Stevenson 
got 48 per cent of the popular vote, 
Fisenhower, 52 per cent. The range 
of indecision between the two candi 
dates is roughly 10 per cent then ac 
cording to past figures. 

Now, assume that in 1956, early 


returns from East Coast State A show 


an unmistakable trend toward Steven 
son, and that by the time the returns 
are fairly substantial, the percentage ot 
the popular vote is running Stevenson 
72 per cent, Eisenhower, 28 per cent. 
Obviously, a ground swell would be 
running which would be fairly certain 
to have its effect in West Coast State B 
Reasons? Its far-ahead-of-the-pack leadership in 
serving this field . . . its initiative in spearheading 

office automation, its “Tools 


as well, since B in 1952 had already 
given Stevenson a higher percentage ot 


the popular vote than A 


+ of the Office’ features .. . On the basis of such figures, of 
its case histories . . . its spon- course, anyone would be fairly safe in 
sorship of the “Office of the guessing that B would go to Stevenson. ; 

. Year” Awards .. . its coor But these figures are tor purposes of 
« dinating YEARBOOK issue example. The machine will be work 
. have won for it the loyalty Ing W ith much slimmer perce ntage ny 
“ ' ; , 
‘a . . ires than tl . and will be makin 
. and confidence of American ea = is 
> : infinitely more subtle comparisons 
management executives con- . 
R if -— than this, of many more factor How 
i cerned with office administra- ' 
- . ever, in effect, this is the way in which 
ton. the computer may be able to predict 
the overall results im a State irom 
OFFICE MANAGEMENT 2 praying ao Magers 
1) 
P P P it all 
The Magazine for Management Executives - : 
Naturally, the amount ol preliminary 
yi 212 Fifth Avenue New York 10, N. Y. work that must be done 1s tremendous 
q A GEYER-McALLISTER PUBLICATION \ state cannot simply be considered 
as an entity n terms of using past 
{ 58 For More information From Advertisers Use Readers’ Inquiry Coupon on Last Page OFFICE MANAGEMENT 
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* 1956 
= 23,362 
a PAID | 
JUNE 1956 
: 1955 
if 22.164 


INTEGRATED 
~ DATA 
| PROCESSING 
> 


Here's a book that will reward you. It tells you what Inte- 
grated Data Processing is, how simply it can be applied to 
your business, how little it will cost you, how to start and 
where to start your program. 

It tells you how DITTO gives you Integrated Data Proc- 
essing in its simplest and most inexpensive form. Regard- 
less of whether you are concerned with processing of 


starts with this FREE book 


data within a single department, between departments, 
or throughout the branches and plants of a nation-wide 
organization, this book is a guide to money saving and 
increased efficiency for you. 

Below are representative examples of companies like your 
own which are already enjoying the benefits of DITTO Inte- 
grated Data Processing: 


*How DITTO 
1. BD. P. 


saves money: 


ORDER-INVOICE 


Rubber Goods 
manufacturer saves 
$27,000 a year 


PRODUCTION 
Hardware manutac- 
turer saves $24,000 
a year 


PURCHASE. 
RECEIVING 
Military Aircraft 
manutacturer saves 
$50,000 annually 


i 

; PAYROLL 

} Construction Engi- 
1 neering company 
1 saves $30,000 
* annually 


+ 


DATA INTEGRATED 


OM SINGLE 


MASTER ARE NEVER 


REWRITTEN 


. 


DITTO 


* Send tor complete case histories telling how these savings are made 


Take the First Step to Automation in Your Office-—-MAIL COUPON TODAY 


DITTO, incorporated 
DITTO, of Canada Ltd 
DITTO, (Britain) Ltd, 126/128 New Kings Road, Fulham, London 5 W 6 England 


At no cost or obligation, please send us 


6874 N McCormick Rd 


Toronto, Ontario 


Integrated Data Processing Brochure 
) Case histories and information on how you can save us money, time and 
effort with DITTO 1. 0. P. for 
Order Billing 
) Payroll 


) Production Purchase Receiving 
) Inventory Other 


Name, Position 
Company 


tag Address 
‘ie 1 City 


a ~ 


County State - 


a ce eS SS 
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WwRite 
LETTERHEAD 
PARSONS PAPER 


aft 


HOLYOKE, 


1956 


60 


vyOoOuRS 

on request: 

this informative book 
to help you select 
the right paper 

for each of your 
business records 


QNASONS 


. makers of permanent 
prestige business papers 


ON YOUR BUSINESS 
FOR BOOKLET 


MASS., 
For More 


information From Advertisers 


higures against early re 
York, lor instance, wh 
ditionally is heavil 

the upstate rural vote 
the machine mu 


not ayainst pas 


trends 


Simi 


ayains past 


the state. 


“a strong 


trend toward the Democrati 


mn C,corgia, or toward 


andidates in Vermont would not 


| 


e the same val n predicting 
i um alue edicting na 


a hea y trend toward 


one or the other ticket would have in 


New Jersey or Minnesota. 


tional results that 


Staff preparations elaborate 


The physical 


tt 


Lion 


preparations lor 
chore are 


- ’ ' 
is elaborate as the detailed 


ind past clection 


must be prepared 


work Ww th. 


machine to 
Remington Rand head 
lower 
York will hye 


with the ¢ 


quarters on Fourth Avenue in 


New 


ly} 


coniw ted by cic 


Broack isting 


olumbuia 
System headquarters on Madison Ave 
nue in midtown. As ele 


tion returns 


will be re 
center at Rem 
bat he d, 


minute 


are received at CBS, they 
layed on to a 
There 


every 


messaye 


Rand. they will be 


and filteen or twenty 


accumulated election information wil] 
he transported down to the processing 


center on the second floor. 


Within the 


the election 


data processing center, 


night organization will 


operate according to the best work 


wil 


CBS 


° 1 
flow principles. The information 


go first of all to a battery of 


political editors who will screen it, 


evaluate it, and delete superfluous or 


( The 


r ight vote 


misleading 


that 


Intormation fact 


two or three hamlets 


that make it a point ot pride to get in 
complete election returns earlier than 


any other districts in the country go 


for one candidate or another will not 


necessarily imdicate anything signif 


camt in terms of national results. On 


the other hand violent snowstorms in 


veral Midwestern state might ery 


well affect the I tave of rural as 


( unpared lo ban ouny strength 


there, and the importance 


ot su 
would ha e to be 


polit cal 


edited nior 


formation 
hy the editors ) 


Phe 


How on to a 


nation Will 


Rand pro 


staff ot Rem | 


yrammers, who wall co t for entry 


into the mac and over the 


data to lityp sis The SC 


workers will enter the coded informa 


tion on Unitapes | the machine. 
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ale tapes will 
information ree 
om pared 
harge of the entire | 
Max Woodbury, Rese ircn Pro 
Mather College oO! 
New York Uni 


re pons! rie lor 


rojyect W 


versity, 
man 


mmulae the Univac 


- ‘ 
will employ in 


nakiny its ¢ ection 


\n ind 


Wninary 


} 
night pred tions 


ation of the amount re 


work required lor program 


ming election torecasting | giant 


computer that 
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195? 


is in licated by the 
Woodbury, in prepar 


gubernatorial! elections, worked 


through the period trom October 3 to 


»? 


October ‘paring the equations to 


1 ! 
be used by rac m clection 
; 
nignt, 


Dr. Woodbury 


ghly specialized held throug 


came into this pi 
} 


, an 


early interest in mathematical mode 


pplied 


This led 


CONST UC ting 


making, and a mathematics and 


Into the OS 


Statistics. him } 


= F | r 
sibilities o models 0 


j j 1 | 
psychological ind SOCIOLOP | ii 


behavior 
in mathematical terms 

In these terms predicting election re 
sults is a fairly simple business once 
avail 
likens the ele 


behavior ot gas 


a reasonable amount of data are 
able Dr. Woodbury 


tion situation to the 


molecules—each of which tollows its 


own individual, errath path, but 


which will combine with every other 


yas molecule to behave 


és 


predictable 


with perfectly 


results under compression, 


tor imstance 


In an election, you ha ( human be 


, ‘ \ ' 
havior torced into a channel where 


only two decisions are possible—and 


this limiting factor on Sil oul 


} 
omes makes it possible through math 


determine on the basis ot 


indications which 


ematics to 
ery ¢ decision 


will be favored by the majority. 
Just how early on November 6 that 


known 


1 Signincant number of re 


lecision wall be innot be esti 
nated until 
turns have come in ut 
ormance ts any guarantee, 
ire yood that a mechanism, 


' human Dein, 


first on that mi} 


\utomation 


(rom page >) 


hold 
Santa Monica, 


the Readix ele 


human nature does not true 


the |. B. Rea Co., 
manutacturer ol 
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tronic commuter. company 18 Us 


OFFICE MANAGEMENT 


, a : j r — - —_——— ———— , 
_ 3 
- 
J one 
turns. In New Thre 
: re the itv tra pared 
Jemocratic, and the ta 
icavily Repub racy. 
t balance early In 
clLUrS, CE state figures, ve Ds 
but es «| for particular fessor 
areas Of 77 = geg)a:|), 
carly es r 
L os 
ve ticket SE Repub — 
(‘car P| 
ae ke a 
a PE Ss ee 
| ) 
a Vaivac’s clacton . eel 
fea: ost a {); 
S. i mula a that Po 
F ent 
a 
Po es 
: Pos \I =e 
ee 
Ls = a eee 
rr. == 
Rist 1 pow 19 #4 a a ee 
! OS Vp 2 tear ea Do 
Hh es - Po 
, +1} Record Keeping 
a a iy 4 Papers ' ee 
\ | and Index Cards a 
ltits } 
EY) Me arhtstaccrsnimctrtte a 
~ mr 4 a 
% y a 
ee | 
uy . in Me wi!) have the answer 
- ued 
Fa e 
io Ps ' ’ 
bf sth) fT 
a a 
ol aa 
. ee lor 
cO., a Cal es. 
pPcO 
TS es 
|| 
tps 
BR , 
: 4 : iB ; r a a wil aPeS a : 2 , 7 cs i * oe ee ve. = z h 
| apes PL ei i a "Re a x FOR — ee be Ea nn ee I = 


See the choice you get in these 


All-New DAZOR Desk and Table Lamps 


Lighting in keeping with this richly appointed office is supplied by Dazor's 
Swing-Arm Model 1056 on the desk and a Single-Arm Flexible-Arm Model 1058 
in the background. Finish of both is frost-green baked enamel over bonderizing, 
combined with brass; on special order, frost-tan combined with brass. 


Fine Executive Lighting 


For a functional lamp that harmonizes with modern office decor, 
consider the new Dazor Swing-Arm model. It moves easily to the 
desired position, provides restful indirect lighting over a broad area. 
Also, examine the new Floating-Arm model with its compact reflector, 
diamond-shaped base and unrestricted light placement. 


Smart Decorative Lamps 


To illuminate and dress up the smaller desk, reception desk or table, 
three additional new Dazors provide the proper touch. Flexible-Arm 
models—both Twin-Arm and Single-Arm—allow wide latitude in arm 
arrangements. The new Rigid-Standard Dazor is a companion to the 
Swing-Arm model. These lamps are just right, too, for institutions, 
dormitories, motels, hotels, TV rooms and dens. 


Air-Cooled for Comfort and Safety 


All five new Dazors are incandescents with Air-Cooled Reflectors— 
comfortable to have around you and safe to touch. Helping you see 
efficiently with individually controlled lighting is the aim of 
Authorized Dazor Distributors and their Dealers. Ask your supplier 
now about the newest lamps. Dazor Manufacturing Corp., 4481-87 
Duncan Avenue, St. Louis 10, Missouri. In Canada: Amalgamated 
Electric Corporation Ltd., Toronto 6, Ontario. 


ONLY QUALITY FIXTURES COME FROM 
THE MAKERS OF 


Sazor FLOATING LAMps; 


FLUQDORESCENT and INCANDESCENT 


NOVEMBER 1956 For More Information From Advertisers Use Readers 


Por the desk occupant who desires unrestricted 
control of light location and volume, the dis 
tinctive Dazor Floating-Arm Model 1057 
above is the answer. Its diamond-shaped bas« 
has beveled edges. Finish is frost-green; on 
special order, frost-tan. 


eT, 


Simplicity of design and restful indirect light 
ing are characteristics of this Dazor Rigid 
Standard Model 1055. Finish is frost-green; on 
special order, frost-tan. It is a natural mate 
for Swing-Arm Model 1056 


Varied arm arrangements are possible with 
Dazor's Twin-Arm Flexible-Arm Model 1059 
Frost-green, combined with brass; on special 
order, frost-tan combined with brass. 
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company Manayement as to pr duct cription room hi t I \ patching station ce sip 


prices market ny osts, number ol ex » tly 7} n I , to which the me Saye 1s to 


rates 


pected Readix purchasers, and lessees, aye Vii pneumatic tubs from that point on the 


, 
production rate production costs, de without ever seeing or speaking 1 which is used to send 


livery schedules billings, collections. typist who does the work nemos trom one point 


held servi ing costs, new product de Iwo hundred sixty-six s ‘ routed entirely by ; tro-mechan 
velopment costs, and other factors af tating stations are tied ; ical brain. No central clearing station 
' 


lectiny the future of the company, ers: the system has beer requiring re-routing of t car 
Th mass ol assumptions ts fed into allow tor ¢ Kpansion to ; bl riers is used. TI . rl ontro! 
the Readix, which then predicts the of 400 dictating station ind 40° re mechanism spaces each carrier so that 
ranye of future carnings and require corders, if tuture work load should it does not interfere with other car 
ments tor future capital that wall ap make that necessary. Automatic switch riers that might have been dispatche | 


ply if the assumptions are generally ing units in the transc: ption room simultaneously from and to other sta 


tions. Whenever two carriers approach 


HOW PUNCHED TAPE CAN SAVE et narhapendies enema 


of tubes that lace the building, one is 


ny Youn Printing Production : Department lowed or momentarily side-tracked, to 


! 
let the other continue. 


Centralized filing used 


The automati switching unit ca 
ontrol more than 1500) carriers an 


hour, and thi high speed of commun 


ication makes it possible for Stanvac to 
centralize its files and 
that must | ‘ by many 
ments without airing office eth 
crency in 

But internal communications, and 
etheient handling of arrangements for 


: | 
external correspondence through cen 


| 


j mach 
Battery of FLEXOWRITER automatic writing machines tral dictation are not the only ways 


Economy better control of duplicating and through which Standard-Vacuum ha 
printing work faster production — faster release 
of materials to sales force and customers — less 
paper work, proofing, checking and bill paying precepts to its new offices. It has also 
These are some of the benefits your printing instituted an extensive and ambitious 
production department can have using Commer 
cial Controls Corporation Flexowriters® and 
Justowriters® 

One of the best money and time-savers is the 1. Uniform and simplified system 
Justowriter (illustrated left). It automatically 
sets justified cold type from a punched paper 
tape on reproduction proof paper or direct image vac offices at home and overseas 
plates at 100 words per minute. Any typist oper ’. Improved speed and quality « 
ating the Justowriter can now produce manuals, 
price lists, booklets, directories, newspapers, : 
anything you duplicate or print bles, memoranda, and reports. 

The tape-operated Flexowriter produces indi 3. Complete and up-to-date subye 
vidually typed letters, address lists on tape, Gites far instant seference. 
stencils, direct-image plates and other types of 1 oR 
masters automatically at 100 words per minute Reduced 
from punched tape. Tape permits the easy prep low, filing, 
aration of all types of documents 

Your captive Printing-Production Depart 
ment, whatever its size, can produce more and 
better work with tape-operated Justowriters ould still be flexible enou 


and Flexowriters the needs of al artments 


; : 
apphed the most modern management 


ar 
records program built around the fol 


lowing four obj lives: 
of communication throughout all Stan 


communications, including letters, 


OMMMuUn CaAllons 


Deciding on centralized file 


Write for reprint of article “Operating a‘Captive’ Printing 
Production Department” and information about the 
Justowriter and Flexowriter t pneumatic tube system, St indard 


COMMERCIAL CONTROLS CORPORATION Vacuum first ippornte da Re 
Sales and service offices in principal 
Subeid f mints r 7 rev} ’ it 
Friden Caleuiating Machine Co., ine cities — listed in classified telephone ministrator nm cairying ou 5 pro 
Dept. OM-116 directory ‘ram. His 
| Letehten Avenue, Rochester 2. N. Y _ - 


Spec | a! ‘ il ty otter | 


responsibilities are defined 
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. .. and you would too if your days were spent filing and 
finding in all these drawers. Barkley Tab File Guides make 
the job so easy because each tab is both angled and magni- 
fied — takes only a glance to find the file you want. And there’s 
no stooping to read bottom files either for the Barkley Tab 
gives full 90° visibility. The men in my office like the way I 
find files for them so quickly. They think I’m so efficient! . .. 
and they’re so right when I have Barkley Tabs to help. The 
boss, economy-minded of course, likes their durability — 
they stand up under constant use for years. We’re now in the 
process of installing Barkley Tab Guides in all our files. 


Cc. L. BARKLEY &CO. 


1220 W. VAN BUREN STREET, CHICAGO 7, ILL. 
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BARKLEY TAB | 


FILING SUPPLIES 


magnified 


t-a-glance visibility 


angled 


to give gi range, 90° visibility 


space saving 


to conserve expensive hling space 


durable 


to take Continual use in active hles 


TABULATOR GUIDES 


Sturdy 25 pt. pressboard with the 
Barkley Tab. Sets of 25 to 3000 
divisions A-Z, days (1-31), Months 
and States. Guides for Vertical fil- 
ing too. 


CHECK FILE GUIDES 


A neat, efficient method of filing notes 
and checks. 4 x 9 guides stocked in 25 
A-Z divisions, Months and 1-31 (days). 


ete 


THE FINDIT SYSTEM 


The most efficient filing system, 

suitable for any size business. Easy ' 
to install and simple to maintain. 

Contains Control Guides with 

Barkley Tab, Miscellaneous 

folders, individual folders for ac- 

counts and Barkley Tab Guides 

for large, active accounts, 

J RR em Og ate ac i 


wre he ee 


PRESSBOARD FILE FOLDERS 


Sturdy 25 pt. pressboard with a 
strong cloth gussec “W" shaped 
at the bottom for ready ex pansion. 
Amber tabs, Letter & Legal sizes. 


REDROPO BARKLEY TAB FOLDERS 
Economical folders of 18 pc. Red- 
rope stock with The Harkley Pias- 
tic Tab in Amber. Plain inserts 
furnished. Lewer and Legal sizes. 


c.l. BARKLEY & CO. 


1220 W. Van Bi 


CARD 
INDEXES 


Barkley Tab extends over file cards wo save 
valuable filin space. Sturdily built to take con- 
stant use. Indexes of 25 pt. pressboard in three 
sizes: 3 x 5, 4 x 6, 5 x 8. Sets of 25 to 3000 

division A-Z, States, Months, 1-31 (days). Tab 
stocked in six colors. 


FILE DRAWER 
INDICATOR 


Standard size with 
Barkley Tab—read 
bottom files from 
standing position. 


eee Ae 


“a 
F 


EXECUTIVE 
DESK SIDE 
FILE 
SET 


The simple way to keep papers in perfect order. 
Set contains 25 Redropo folders with Amber 
Barkley Plastic Tabs. 75 special printed and plain 
inserts permit tailoring of the file to suit each 
individual's particular needs. 

en Street ° 


Chicago 7, tttinois 
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control of the 


is covering functional 


How, maintenance, and protection ot! 
ill company records, as well as super 
sion of a Library, Records Center, 


ind Secretary's Vault. 
The Records Administrator also has 


responsibility tor maintenance ol the 


company communications code, which 
is a system covering all company rec 


ords. It consists of numerical codings 


for broad subject headings common to 
ill Stanvac offices combined with spe 


cific subjects of local or temporary 
nature arranged alphabetically within 
code numbers. Stanvac subject codes 


are grouped under nine main func 


tions: as follows: 

1000 Corporate, Legal, and Office 
Administration 

2000 Finance and Economics 

3000 Accounting 

4000 Manutacturing 

5000 Marketing 

6000 Production and Exploration 

7000 Relations, Employee, A & I, Public 

$000 Supply Procurement & Purchasing 

9000 Transportation 


Every communication, be it letter, 


cable, memorandum, report, etc., 1s 
given a code number, which determ 
ines its routing, action assignment, and 
filing. The originators of the records 
or those who send the records to files 
are given the responsibility lor proper 
coding of the records. 

In the Records Center of the new 
building, nine stations have been cre 
ated to correspond to the nine main 
functional breakdowns which Stanvac 
uses for all its communications. Each 
station is headed by a Senior Records 
Clerk, who, through specialization in 
the material covered in his section, is 
an expert in that particular category. 
A tenth station, again headed by a 
Senior Clerk, 
inactive records for all categories. 


As the 


proximity of the ten 


Records maintains all 


“the 
Records 


company points out, 
Senior 
Clerks to one another covering all non 
published record sources of informa 
tion makes possible a concentration of 
knowledge in and 


hinding bringing 


together pertinent data on a subject 


that is unique. 
Mail Room, Cable 
production Center at the 


headquarters are all 


and Re 
Stanva 


tied in to the 


Room, 


new 


Record (enter, 


turnish the 


and automatically 


11 
center W th Copies ot cabies, 


orrespondence, and re ports as soon as 


they Thus, the center 


NOVEMBER 1956 


is always prepared with up-to-date in 


! 
formation as soon as it is available. 


Since all material bears code 
bers, all copies of any 


num 
given comuni 
cation eventually flow to one hile. This 
guarantees completeness of any subject 
hile, and also makes it possible to elim 
inate superfluous copies as soon as 
they arrive at Records Control, thus 
eliminating to a large extent duplica 
tion ot 

Files 


in the building are delivered from 


filed material. 


needed by anyone anywhere 


Records Control through the pneumatic 
tube system. Specially designed tube 
carriers, which can handle 8% by 11 
inch file 


folders can transport a file 


record from Central Records to the 


farthest part of the building in 30 


Sec onds. 


Wha b 


...if your paper dog-ears 
don't turn to something heavier 


It will only take up more space in the files, make it harder 
to type copies and add extra postage if mailed. What's more, 
heavier paper will still dog-ear, tear loose from rings and 


posts or break down due to frequent handling. | 


Instead, use a higher grade of rag content paper. Neenah 
ledger, onionskin, index and bonds are made with strong 


cotton fibers that can take daily handling and still remain 


crisp. 
neenah -— 
paper : C) 
company 
neenah, O 
wisconsin 


O 


For More Information From Advertisers 


Signature 


Attach thes coupon to yout bumness letterheed end me! to 


neenah paper company, neenah, wis 


Whenever a file is released trom 


Central Records, the name ol the per 


son requesting the item ts recorded on 


folder. This serves 


the tace ol the file 


hoth to insure safe delivery and to 
give Central Records an indication ot 


record is. As 


inactive, they are 


how active the given 


file folders become 


transferred either to box storage of 


open shelf storage in the Records Cen 


ter, and are also brought under a re 


tention and destruction schedule 


The entire effective system, which in 


one way or another must be used and 
understood by nearly every one of the 
White 
Plains Center, is based on three man 
Handbook, 


executives and all 


700 people working in the 


uals—a Communications 


which is used by 


(lo page ™) 


4 Keys to Selection and Use of Thin 
Papers 
Neenah Pattern Kit, containing a 


punching, perforating, ruling guide, 
et 


Your Guide to Better Indexing, con 
taining ups on color 
affangements, etc 


control, tab 


ome | 
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4 Electric portable 


The first cele port 


than $200 


<@ Postal scale 
\ al I } 11 made 
Pelouze Miy. Co... 1218 Ch ivo Ave.. 


.vanston, Ill, 1s this Countess model, 


a larger (2 |b.) versi the com 


panys Princess (A-1) 


<4 Code numbering machine 


This numbering machine encodes a Snapset feeding device 
5 numbers in the form of dots, dashes, The Snapset Automatic Feeder, 
e or special characters, can print codes Artraceicag American Business Systems, 
used in five-channel punched tape in aie B St., Philadelphia 4, teed 
regular or magnetic ink for reflected apes §=6Onecem carbon se 
light or electronic s anning. Wm. A. lorms into a typewriter or Dilling ma 
Force & Co. Inc., 216 Nichols Ave.. chine at the touch of a button. CA-7) 
iE : WA New York &. (A-2) 


sl} V For beverage dispensing 
The concentrate (tor instant coffee 
is soup, Of whatever ) 1s packed in the 
{ , N base of these ( uppack cups, to provide 
ue eC:W ompact and quick beverage dispens 
— p.. P. O. Box 747 


for the office ““""s* =“ 


Ing. Temp Rex Cor 


<4 One-piece telephone 

The Ericofone, made in Sweden and 
distributed in this country by North 
Electric Co., Galion, Ohio, ts less than 


half the size of standard telephones, 


has the dial in the base (A-3) 


4 Quick-drying ink 

Tempo Jetdry 7900 duplicating ink 
designed to dry so rapidly that it can 
be used on bond or offset papers with 
out slipsheeting. It is a new product 
i of Milo Harding Co., 500 S. Monterey 


ae Pass Rd., Monterey Park, Calif. (A-4) 


> Lamp for large desks 
} ae yPane M. G. Wheeler Co., Inc., 22-28 Putnam 


Ave., Greenwich, Conn., is now offer 


ght with Executive 
Swivel Arm which rotates 360°. Base 


is of solid brass. (A-5) 


If further information is desired, use Reader Inquiry Card on page 100 


Re: ing a new Sight Ly 
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A Monthly Feature 
Tools of the Office 
Typewriters: Microfilm Equipment 


by Robert Beeman 


THI MODERN typewriter is a tar of tab settings Each item ca na 


} 
more ‘ ilil« ind ethcient machine the Space TeALY necad 


a It may ecm the icast Likely can have been made to operate iutomatica 


adidate mony office nachines tor mm \ under the control ol pun ed paper 
portant or radical changes, but this has tape, edge pun hed cards, output 
not been the case nals trom comput ny systems ind tron 
The typewriter was once thought oO! instruments, and trom other source 
simply as a writing instrument. To to say nothing of the familiar use of 
day it has become, in many offices, a record rolls for automatic typing It 
system machine It can do things seems certain that typewriters will le 
that were never done before, and these come progressively more adaptable to 
increased powers have led to the ce iutomatic controls of various types 
velopment ot ofhce systems that can In the meantime, manufacturers of 
make use of them conventional typewriters continue to 
\ recent development is illustrative make innovations which make tor 
In September, the International Busi easier and better typing Improved 
ness Machine Corporation announced margin setting, easier tabulation, ¢x 
it had produced an “electroni typ panded keyboards (extra keys have 
writer. Phe electronic — typewriter now become quite common), and so 
looks so much © like any other on, represent other gains 
typewriter that one would have to look The trend toward increased use ot 
closely to see the difference The ele electri typ writers, moreover, con 
tronk cature, moreover, 18 relatively tinues There is hardly any que stion 
mexpensive, adding perhaps one-third today that the electric machine is far 
again to the cost of a onventional ma easier and taster to use than the man 
chine But it ot simple init ual model. It is, of course, more ex 
practical effect pensive, and its maintenance may le 2 
It is a device by which the type more troublesome. Yet there seem 7 
writer, in effect, tabulates itself. Actu little doubt that the manual machine A 
ally, what it does is to “read dire will have little place in the ofhces o | 
tions on a pl nted business form so the future. 
that it sets itself at the proper location The trend has been empha ized by 
for filling in the blanks. It does this the introduction last month (by Smuth 
by responding to a metallic ink printed Corona) of an electric portable 
on the form at the left of each such \ number of companies have intro 
blank hus, it unnecessary for the duced what might be led “tran 
typist to set the tab stops. The printed itional’ models—machines which are Among the year’s new developments 
EE IPE nsgthe uneauel ond partly aur a Top: An electronic feature permite 
Ey ye eR «ee aie tine i dead taniaied wiht ie this IBM machine to “rea tabulation 
= ! ' es a ; pr directly on bu 
that are so imple in concept that they carriage return electrified Another Second: Intere ble type 
are hard to appreciate. Yet anyone has an electrified keyboard, with a others, 
who has ever had to fill in a form at manual carriage return Kemington Rand. Third: Plastic “mag 
the typewriter would Brasp its ery In addition, a number of iation asines” on wae mays gurls anon 
Nee TY . e changing the ribbon without touching 
Se ee — ne Sam have been made to Mdapt le type it. Fourth: At publie request, paper 
saver. Beyond this, the designer ot writer to bookkeeping ind imilar clamps have returned to this Lader- 
torms will appreciate the new work. A number of ysten node] wood machine. Fifth: This Commercial 
he ha in creating efhcient provide for front feeding of orm Control Flexowriter can type a 
No longer need he make un saedl eae Miethe aes aueliddls on ically from two separate punched 
Mer tapes. Bottom: Smith-Corona has re- 
ery en in order to permit several forms of different size cently introduced the first electric 
line the DiIANKS Ut under a minnnum to be a igned easily in proper res tra portable. 
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Sage 


tion in the machine Some machines 
are adapted to handle pin-fed continu 
ous torm Others are used as outputs 
trom computing system 

Some machines are adapted for spe 
cial purposes. For example, there are 

, 

models with Braille-like indications on 
pe 
writer, to facilitate use by the blind. 


selected keys and portions of the ty 


Others have been modified for use by 
one-armed persons, chiefly by elimi 
nating motions which normally require 
the use of two hands at once, such as 
typing single capitals. Still others have 
4 battery of keys printing designs for 
use in preparing bar graphs, and are 
useful in statistical work 

Other refinements have been added 

suc h ds Royal's new system ( present 
ly available only on portables) for 
changing ribbons without touc hing the 
ribbon itself the ribbon being carried 
mn two plastic cases. The method 
somewhat resembles the magazine 
loading of film in motion picture cam 
eras. Also, in some cases, machines 
are offered with inter hangeable type, 
to permit increased versatility from a 
standard keyboard; special symbols are 
inserted and removed when needed. 

To the standard list may be added 
composing typewriters, used primarily 
to prepare copy tor subsequent print 
ing. These machines provide for 
“justifying” line lengths, that is, for 
permitting each line to be of the same 
length as the line above, so that both 
margins are even. Such equipment 
usually is offered with interchangeable 
type styles and sizes so that it is enor 
mously versatile. 


The Manufacturers 


The Adamm Co., 656 Broadway, 
New York \2. Line of composing type 
writers, electrically powered, using car 
bon ribbons, Price range, $175 to $1, 
350. Equipment can be rented, 

Addo Machine Co., Inc., 145 W. 57 
St., New York 19. The Adler line in- 
cludes both manual and electric ma 
chines, including two carbon ribbon 
models. Adler Universals feature inter 
changeable carriages, with 12-, 15-, 18-, 
26-, and 35-in. sizes available. The 
Standard Special has a 13-in. carriage. 
Available features include both vertical 
and horizontal half-spacing; four extra 
keys, one of which is “dead”; auto 
matic injector and ejector; and choice 
of 36 type sizes and taces. Price range 
$187.50 to $425 

R. C. Allen Business Machines, In 
678 Front Ave., N.W., Grand Rapids 
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4, Mich. The Visomatic line includes 
seven standard and 14 electri models: 
seven of these use carbon ribbons 
Electric models have electrified key 
board and manual carriage return. 
Carriage widths available include 11, 
13, 14, 16, 18, 20, 22, and 26 in. 
Thirty-two type faces and sizes are of 
fered. Most models have 42 keys; 44 
and 46-key models are obtainable. 
Features include visible and “auto 
matic” margin setting; paper centering 
device; half step escapement to permit 
horizontal half-spacing; and easily in 
terchangeable platens. 

Alma Office Machine Corp., 34 E. 
30 Sz., New York 16. The Everest line 
consists of one standard and one port 
able machine. Standard machine can 
use interchangeable carriages of 12, 
14, 18, 22, and 27 in. Carbon ribbon 
can be easily attached and machine 
used for both regular and carbon rib 
bon typing. Other features include 
automatic paper insertion and ejection; 
wide choice of type sizes and styles; 
key-set tabulation with a “no-hold” 
device whereby the typist presses the 
key once to tabulate but does not need 
to hold it down; automatic margin set 
ting; 46-key keyboard; and special key 
to release jammed type. Price of stand 
ard model: $199. 

American Automatic Typewriter 
Co., 2323 N. Pulaski Rd., Chicago 39. 
The Auto-Typist line consists of equip 
ment for the automatic control of con 
ventional office typewriters, both manu 
al and electric. Letters are typed auto 
matically by the use of perforated 
paper rolls resembling the rolls used 
on player pianos. Equipment can be 
used with typewriters with keyboards 
having up to 46 keys, including ma 
chines with foreign language key 
boards. Some models permit selection 
of paragraphs from a master roli by 
use of pushbuttons. In some cases, 
two separate rolls are used on one ma 
chine, each controlling the typewriter 
alternately. Also offered are Copy 
Typist and Cable-Typist equipment, 
permitting a typewriter to control 
other machines as “slaves” and provid 
ny tor intercommunication between 
separate typewriters. Prices beginning 
at $850. 

Imerican International Office Equip 
ment Co., 1434 W. Third St., Santa 
Monica, Calif Line of lorpedo and 
lippa typewriters includes standard, 
electric, and portable models, inc uding 
carbon ribbon machines. Interchange 


) 


able carriages (from 12 to 25 in.) are 


used. Sixteen type faces are available, 
in a Variety ot $1Zes. Features include 
half-spacing; keyboard with 46 keys, 
with spe ial and “dead” keys available; 
left- or right-hand backspacer; key set 
tabulation with universal tab release; 
automatic paper feed; and jammed key 
release. Price range: $212.50 to $324.85 
for Torpedo Solitaire models; $84.50 to 
$121.50 for portables. 

American Voss Corp., 18097 Sor- 
rento Ave., Detroit 35. The Voss line 
consists of one standard and one port 
able typewriter. The standard has a 
13-in., the portable a %-in. carriage. 
Six type sizes and faces are available. 
Features include keyboard with two 
extra keys without charge; special key 
boards without charge; vertical half 
spacing; optional “dead” keys; optional 
decimal tabulator; automatic end-of 
page gauge; and key set tabulation. 
Prices, $109.50 and $129.50. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester 2, N. Y. Flexo 
writers are special electric typewriters 
capable of reading and punching paper 
tape. Justowriters are composing ma 
chines, providing for evening both 
margins. Machines are available in a 
variety of typewriter faces, and with 
carriage widths from 12 to 20-in. Flex- 
owriters are used frequently in inte 
grated data processing systems. They 
may be used to type automatically from 
punched tape or they may produce 
punched tape as a by-product of either 
manual or tape-controlled typing. Some 
models use cards having the code 
punched along one edge, the balance 
of the card providing space for inter 
pretation of the coded information, 
together with other relevant informa- 
tion. The new Flexowriter Duplex 
Automatic Writing Machine permits 
two tapes to be used as inputs. This 
makes it possible to prepare letters 
automatically, the body of the letter 
being fed in from one tape, the name 
ind address from the second. In a 
development new this year, a Justo 
writer has been incorporated into a 
system for the high speed preparation 
of directory lists for printing by offset 
or letterpress. The Kodak Listomati« 
( ameta (made by Kastman Kodak 
Co.) is used. 

Ralph C. Coxhead Corp., 720 Fre 
linghuysen Ave., Newark, N. ]. Cox 
head offers Var 


Typer and Coxhead 
Liner equipment lor type composition. 
Vari Typers resemble electric typewrit 
ers, but type is carried on small inter 


changeable curved plates which can 
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be easily interchanged to permit al 
most infinite variety ot composition. 
Machines are equipped to justify line 
lengths. Finished material may be 
reproduced by a number of standard 
printing processes. The equipment, 
therefore, is often used for the prepara 
tion of mailing pieces, circulars, small 
newspapers, and the like. A wide va 
riety ol type styles and sizes are of 
fered. Numerous foreign language 
characters (including sorae Oriental 
ind other complicated symbols) are 
available. One model is made specifi 


cally for cutting stencils. 


Facit, Inc., 404 Fourth Ave.. New 
York 16. The Halda line includes 
standard and portable models. The 
standard machine is available with car 


riages trom 12 to 19 in. A wide va 


riety of type sizes and faces are ol 


tered. Features include “Mar-Jet” mar 


gin levers for rapid setting and clear 
ing of margins; five keys for statistical 
tabulation; and extra keys on the key 
board. The portable is equipped with 
i leather traveling case; the machine 
weighs less than 12 lbs. Halda equip 
ment, which is made in Sweden, may 


be rented as well as purchased. 


Inter-Continental Trading Corp., 9 
West St., New York 6. The Olympia 
line consists of one standard and one 


portable Carriage lengths 


available include 10, 12, 15, 18, 
35 in. 


machine. 
25, and 
Twelve type sizes and faces are 
obtainable. Features include vertical 


and horizontal half spacing; 


| paper in 


Interesting developments from abroad 
include a typewriter for the blind (a 
detail of which ix shown at the top) 
and a machine which can prepare sta- 
tistical graphs. A sample of its work 
appears below. (Pictures by courtesy 


of Siemag Office Machines Corp.) 
NOVEMBER 1956 


yector (on 12- and 15-in. carriages); 
plastic paper support and page gauge; 
and special keyboards, including tech 
nical keys and foreign language sym 
bols, with 46 keys on the standard ma 
chine, 44 on the portable; “dead” keys 
are available. 

Business Machines 
Corp., 390 Madison Ave., New York 


22. IBM's line of electric typewriters 


International 


is extensive. Standard electric models 
are offered with carriage widths from 
12 to 30 in. The Executive Electric, 
with similar features, has, in addition, 
rT] justilying feature to permit evening 
\ special IBM feature 


Spacing, in 


both margins. 

is “proportional which 
each letter is given a spacing appropri 
ate to its natural width. This contrasts 
with the spacing of conventional type 
writers, in which an “i” is given as 
much space as a “w” or “m,” the wide 
letters being somewhat crowded, the 
narrow ones surrounded by a larger 


than ideal amount ot white space, 
About 60 different ty px styles and faces 
Some 


equipped with lift pin-teed platens, tor 


are obtainable. models are 
use with continuous fanfold forms. A 
new ce velopment is an “electron 
typewriter which has a reading head 
sensitive to metallic ink printed on 
business forms. This typewriter can 
ln described as “self tabulating.’ 
When used with forms printed appro 
priately with metal] i ink, the machine 
tabulates itself at the touch of a “tronic 
tab” key; the typist need not set the 
(See Office Management, 
October, 1956, pp. 4? 43 ) 

Olivetu Corp. of 
Ive., New York 36 
standard, one electric, and two portable 
Available carriage widths 


tab Stops 


Imerica 


MO Fifth 


Olivetti offers one 


typ writers. 
range from 11% to 2744 in. Six Ly pe 
sizes and faces are offered, with others 
obtainable On Spec ial order The stand 
ard machine features ball bearing car 
riage support; vertical and horizontal 


halt spacing; automatic paragraph in 


dentation; 45-key keyboard: automati: 


and op 


tional decimal tabulation. The electri 


release of jarmmed typed bar 


le] } ] { t ral | 
mode; Nas similar teatures, Mi ALSO 


provide ‘ lor 


repetition oo) 


automat 
elected keys. It also has a time switk 
to turn the motor off 
dle for 60 
ation $15 used, 
tandard machine, $190 to $310 
model, $395 
Padlard Products, Inc 
100 Sixth Ave., Neu 


Hermes line 


the ele tri to $440 
Hlerme Dir , 
York 13 The 


includes three tandard 


Typewriter versatility is indicated by 
these details of, respectively, an IBM 
model for pin-fed continuous formes; 
Royal's Royaligner-Selectomagic fea- 
ture for automatic vertical positioning 
of continuous forms, and a systems 


model, also by Royal. 


ind two portable machines One ot 
the standard models has 

carriage return. Carriages, in widths 
from 12 to 24 in., are interchangeable, 
Four type sizes ind faces are offered. 
Features include automatic paper inset 
tion lever; 46-key keyboard; transpar 
intermediate 
holder 


ratchet; five different line spacings; au 


ent card holders paper 


| | . 
table; notebook halt Space 
tomatic margins; line tracing device; 
ind = end-ol pra pe paupe Prices (ot 
$iav rt) up 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave Neu 
York 10 Remington Rand offers a 


line that inclucte one 


standard models) 


standard tyy 
writer, one noiseless model, four port 
ind one electri machine 
irbon 4m 
ble range 


rantti . 


( hanye 
othee by the 


Spe ial mul 
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The pri 


iple of “micro-accounting” 
is IMustrated by this view of documents 
on the sereen of a Burroughs reader. 
A receipted billhead, check, and the 
envelope which containd them provide 
an exact reeord of data. 


tiple letters can be inserted as well, 
ez, “JAN,” “FEB,” “CR,” *DIS,” 
“LB,” “OZ,” ete., each printing with 
one key stroke. Features available in 
clude 44-key keyboard; positioning 
scale with “O” at the center, to sim 
plity centering; repeating keys on clec 
tric machines; removable platens, ete. 
Equipment may be either purchased or 
remted, 

Robotyper Corp... SEE: Royal Me 
Bee ¢ orp 

Royal McBee Corp., Westchester 
due., Port Chester, N. Y. Royal's line 
includes one standard, one electric, 
four portable, and five systems ma 
chines. Two use carbon ribbons, 
These are available in extensive va 
riety. Carriage widths offered include 
11, 13, 16, 21, 27, and 33 in. More 
than 200 type sizes and faces are ob 
tainable, Sizes range from 24% to 20 
pitch. ‘This summer, Royal introduced 
a new feature called Twin-Pak ribbon 
which permits clean, rapid changing 
of ribbons on portables. The ribbon is 
contained in two transparent plastic 
cases which are easily slipped into and 
out ol place. The new portable has 
an S8character keyboard. Other ma 
chines imelude systems models with 
plastic front feed chute and feed roll 
release, permitting front feeding of 
ledger cards; the paper feed allows 
automatic alignment ol checks, ledger 
cards, and ledger sheets in the ma 
chine, Other features available include 
the Royaligner, a special tractor feed 
ing unit, tor feeding continuous, mar 
ginally-punched forms (available in 
any width); the Selectomayic-Roy 
aligner, a special tractor feed with 
compensating rotator tor programming 
contuunuous, marginally-punched forms; 


hve or more stop positions can be set 
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ollated 

insurance policies. The Electric Sten 

"| a, | t; . . ’ . 

cil Card Cutting Typewriter is de 
) 


‘ , 
signed lor typing on and 4-in. gel 


atin stencils. Other features: repeating 
keys on electric models, inc luding auto 
mati ertical spacing; half-backspac 
ing (standard on the electric, optional! 
on others); interchangeable typebars; 
key set tabulation; line meter; and 
“Magic Margin” for quick margin set 
ting. The company also offers Robo 
typer equipment tor automat contro] 
of typewriters. A new model controls 
one or two “slave” typewriters, using 
either a perforated rol] or manual typ 
ing from a “master” typewriter. One 
model has a paragraph selector, for 
automatic typing of selected para 
graphs from a master roll. Prices: for 
standard machines, $212 to $360; for 
electric models, $425 to $1,000: for 
portables, $69.75 to $122.50. 

Siemag Office Machines Corp., 391 
Fourth Ave., New York \6. Siemag 
offers a wide line of German-made 
equipment, including a number of spe 
cial models. While most of the ma 
chines are manual, one has an electric 
carriage return. Five type sizes and 30 
type laces are available, and keyboards 
can be obtained for numerous lan 
guayes, and for technical and scientific 
work Features include adjustable 
paper inserter, paper support with ad 
justable end-of page indicator; jammed 
type release; five different line spac 
ings; eraser table; interchangeable car 
riages; 46-key keyboard; decimal tabu 
lation; vertical and horizontal half 
spacing, flour-zone ribbon switch, ete. 
One machine is designed for the typ 
ing of statistical graphs; it has a num 
her of keys which print designs from 
which bar graphs can be asily printed. 
Another model is designed for one 
handed typists; certain motions normal 
ly accomplished by the simultaneous 
use of two hands (such as typing cap 
ital letters) can be performed by one 
hand Another, for the use of blind 
typists, is provided with Braille-like 
embossed indications at key points on 
the machine Sull another, with front 
feed, automatic injector, and card hold 
ers, is designed for bookkeeping work. 
Also available are combinations of the 
typewriter with bookkeeping and ad 
ding machines. Price range: $186.50 
to $262, plus tax. . 

Smith-Corona Inc., 70\ E. Washing 


ton St., Syracuse 1, N. Y. The Smith 


Tools of the Office 


Corona line includes a variety ol 


equipment. There are two standard 
and two electric office typewriters, plus 
five portable models. New in October 
was an electri portable that weighs 
less than 20 |bs. and is just one-half 
an inch higher than the company s 
conventional portable machines. An 
other portable, the Skyriter, weighs 
% Ibs. Two models are used tor sys 
tems work. One is a composing ma 
chine: one uses carbon ribbon. Car 
riage widths available range from 11 


to 27 in. | ighty type sizes and faces 


are offered. A full range of foreign 
language keyboards can be had, some 
of which use “dead” keys, and a large 
list of spe ial symbols and characters 
can be obtained. Horizontal halt 
spacing is featured on portable as well 
as full-size office models. Other tea 
tures, some optional, include the Pave 
Gage, to indicate the bottom of the 
page; ten-key decimal tabulation; auto 
matic, instantly set margins; repeat 


keys on electric machines; total tab 


clear lever; and 88-character keyboard. 
Price range: $169.50 to $575. Ma 


chines may be rented. 

Underwood Corp., \ Park Ave 
New York 16. Underwood manutac 
tures a variety of standard, electric, 
and portable typewriters. | xcept for 
portables, which have smaller carriages, 
paper cCapacilie § range in width trom 
114% to 27% in. An extensive variety 
ol type faces can be obtained, in sizes 
ranging from 6 pitch to 16 pitch. Ap 
proximately 90 different keyboards are 
offered, including foreign languages 
(some ot them oriental ), and key 
boards for technical and specialized 
uses, (Examples: “Literary,” “Drug 
gist,” “Statistical,” “Airways,” “Shitt 

g,’ “Check Writing, 
“Label Writing,” “Chemi al,” and 
“Standard Railway Shiftless.”’) Ma 


chines are capable of both vertical and 


less Manifolding,” 


horizontal half-spacing. The company 
recently announced that paper clamps, 
which once were standard equipment 
and then were dropped, have been 
made available again for those who 
prefer clamps to using the paper bail. 
Other features include keyboard mar 
gin-setting, “half-moon” keys to pro 
tect typists’ finger nails, and key set 


tabulation. Also offered is an Address 


Typer, a card-inserting plates used to 
position typewriter master cards used 
in Addressograph Multigraph’s lec 


tronic Printer. 
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R.C. Allen ........- 
sag it fa 


The new R. C. Allen Electrite is a happy combination of the best features of an 
ppy 


electric typewriter and a manually operated typewriter. It provides the ease 
and uniformity of electric typing at the cost of a manual machine. This 
ingenious design gives electric operation where 95% of all typing actions 

are performed, but retains manual operation where 95% of all electric servic e 
complaints occur on full-electric models. For complete information on this 


remarkable new machine, call your R. C. Allen typewriter dealer, or write: 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS - CASH REGISTERS - ADDING MACHINES - SAFES - FILES - BOOKKEEPING MACHINES 


NOVEMBER 1956 For More Information From Advertisers Use Reader? Inquiry Coupon on Last Page 


ee 
-" 
“4 ‘ . rr 
* he 
+ i 
- — 
; ° 4 aa 
Fh ple 
aa: 
: - 
‘ij 
SSR SRD " ie 
x hg 
2 : 
‘ ‘ Psa. ‘ > 
se yoy! A — one 
ig ie 7 da gal # , : ; P| ¥ 
ah J y hie ? wee _ la . ey i 
Ve “ly rm 7. nA " 
| : a: sie J — nie Ei at 
~ ae ns te } 4 
; “9 ‘ r : t be ae ; 4 a 
ee 3 Ake » Te : * ! " 5 ‘ “i u 
Y 4 F z ™ a. a 3 %. Ps a wa E 
4 im of ot i, " re gf | 
4 ‘ at Pag og ‘ ae 
ca * : phe Ps ’ ey , “a ’ ; | - ’ 
‘ : ~~ q aac f q 
tdi , aa oe 
4 “al oe 
* a 
? bal ; =~ c a 
P| i, kt " 
eee 71 7 
n 


Typical microfilm cameras: Top: Die- 
bold’s new portable flow type model. 
Second and third: Two planetary mod- 
els, by Hanimex and Griscombe, re- 
spectively. These three models were 
new this year. Bottom: A combination 


» of- 


Microfilm Equipment 


DESPITE the emphasis so olten placed 
on the availability of new and wonder 
ful machines to speed the work ofthe 
office, one of the most important trends 
of the day ts the development ot new 
ways of using older machines. 
Microhilming is an exainple. Where 
the microhilm camera was once con 
sidered essentially a device to make 


duplicate copies of valuable records 


72 


for safekeeping, or else as a means to 
reduce the volume of space occupied 
by necessary records, it is now being 
thought of increasingly as a systems 
machine. 

A typical example has been pointed 
out in this department before. Com 
panies which sell a variety of individ 
ual services to customers, billing them 
only periodically, have been using mi 
crofilming techniques for some time to 
reduce their paper work and the time 
required to handle billing. Telephone 
companies, for instance, employ a va 
riety of individual records to prepare 
their statements, such as slips showing 
long distance calls. 

To transcribe the record of each call 
onto a statement requires considerable 
work, whereas the slip which gives the 
details can be copied by a microfilm 
camera in a fraction of a second. The 
statement then need show only the 
amount due (a general breakdown 
may be included if desired), for the 
original slips can be sent to the cus 
tomer along with the statement. The 
company, however, has its microre: 
ords for, reference, and it has saved a 
Vast amount of transcription time. 

Many applications of this type are 
possible—in Itbraries (for the borrow 
ing of books), in clubs (for recording 
meals served to members), in depart 
ment stores (for itemizing individual 
sales slips lor charge account custom 
ers), and so on, 

Systems applications of microfilming 
techniques are almost unlimited, They 
owe a great deal of their success to 
four facts: (1) The microfilm camera 
is the fastest method available lor 
yt 
iS quite inexpensive to operate, in terms 


making exact copies ol records, (2 


of the cost of film used for each rec 
ord. (3) Microrecords occupy far less 
space than conventionally filed records. 
(4) Where records must be handled 
as separate items which can be used 
individually or in a variety of se 
quences, microrecords can be “unit 
ized” —i.e., a frame, or a short. strip 
ot frames, can be mounted in a card 
which can be filed in any type ol card 
file, ime luding tabulating cards. 
Indexing microfilmed records in roll 
lorm 18 not a complicated procedure. 
The details will not be covered here 
(see the January, 1956, Yearbook Issue 
of Office Management, pp. 90-92), 
but it may be said that in general, the 
techniques used parallel] those used in 


conventional filing systems in which 


items are filed in a fixed sequence. 


Microrecords include opaque images 
as well as images on film. Opaque 
prints, of course, require a different 
type of reader, since they reflect, rather 
than transmit, light. They are espe- 
cially useful as unitized records, al- 
though in some cases, complete publi- 
cations are available in this form. 

Basically, two units are required to 
obtain complete microfilming service— 
not counting filing cabinets and acces- 
ories. There must be a camera (or re- 
corder, as it is called by some manu- 
facturers), and a reader, in which the 
micro-images may be viewed. 

Two types of cameras are in com- 
mon use. The most familiar is the 
“flow” type, in which documents are 
photographed while in actual motion 
through the equipment. Both film and 
documents move simultaneously, and 
in coordination. Documents are pho- 
tographed progressively from one end 
to the other, so there is no theoretical 
limit to the length of records which 
may be inserted into the camera. The 
width limit, of course, varies with the 
width of the throat of the particular 
camera. This type of camera can be 
operated at extremely high speeds—as 
many as 20,000 or 30,000 items an 
hour. 

A flow camera may be set so that it 
records on the full width of the film 
or on half the width. This feature 
varies with the particular models; some 
use only the full width. If the camera 
can use the half-width, it may be pos 
sible to record both sides of a docu 
ment simultaneously on the = film, 
the Imapes appearing side by side. 

The other main type of camera is 
the “transport” type, often referred to 
as “planetary.” This type resembles 
a conventional camera in that the en- 
lure picture is taken instantaneously, 
with both film and document motion 
less. Such cameras are often especially 
designed for use with large documents, 
such as engineering drawings. They 
are fed by hand, and are not rapid 
in Operation. 

Usually the equipment is provided 
with a number of safety features which 
either stop the camera and/or give 
appropriate warning signals should 
two do uments feed in at once, should 
the light fail, should the film break or 
run out, etc, 

Automatic feeds, used with flow 
camecras, make possible very high op 
erating speeds, provided the docu 
ments are reasonably uniiorm, and pro 


vided the leading cages are in good 
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A clever mechanic can get along with practically 
no tools at all—if he has to! But he works faster, and 
does a better job when he has a wide variety of tools 
to choose from. 

The Roytype Representative, like a good mechanic, 
has many tools to work with. He is trained in their 
use. He has had great practice in how to apply them. 
His home office gives him seasoned guidance. 

Is it a question of inked ribbon? Of carbon paper? 
He knows exactly what to suggest for all types of 
typewriters, bookkeeping machines and duplicating 
processes. 


In fact, the Roytype Representative is a trained 
expert ...a member of an organization which is part 
of the largest typewriter manufacturer in the world 
Royal Typewriter Company. He will help you get out 
the best possible work ... at the lowest possible cost 


® Roytype quality supplies 
Jor all business machines 


Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporation 
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These three microfilm readers were 
among this year’s new models, Top: 


odel for reading unitized 
. Center: A Recordak 
it which can display legal-size forms. 
Bottom: Ten ton Rand's Film-a- 
Record Electronic AO Reader. 


condition, Material which is difficult 
to feed may cause the teed to stop tre 
quently for manual adjustment. — In 
general, best results are had by using 
an automatic feed tended by a good 
operator, 

Microfilin readers are simpler in de 
sign. Some types are used to view 
film in roll form, while others are used 
with Opaque mapes, Projection ol 
the nape may be onto the reverse of 
some translucent screen, such as ground 


glass, or it may be onto an opaque 
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screen, which may or may not be 
into the unit 
In readers using roll film, the film 


dri e may be manual or powered. In 


the latter case, variable speeds are 
‘ },] tT | | 

olten obtainabic The higher speeds 
are used primarily lo low ating the 


general] area of a desired record, the 


lower speeds for pre dentification 


once the general area is found 


Since it 18 sometimes necessary to 
turn documents sideways in photo 
graphing them, it is an advantage to 
have a feature in the reader which per 
mits rotating the proj ted imaye. 

While cameras and readers are olten 
obtained separately, they are sometimes 
incorporated into a single unit. Read 
ers are often small enough to be con 
sidered reasonably portable. Cameras 
may be as large as a desk or they may 
be small enough to fol up into a 
handy built-in traveling case which 
may he moved dS easily as a portabl. 
typewriter. 

toth carneras and readers vary in 
their powers, respectively, of reduction 
and magnification. In some units, the 
reduction of maynihcation ratio 1s 
fixed and either cannot be changed or 


can be changed only at the factory. 


In others, the ratio is adjustable, either 
} 


by changing lenses, or by moving the 
| alae b 


camera or projector (as in certain plan 
etary types) and refocusing 


The Manufacturers 


Itlantic Microfilm Corp., 4\ Union 
Square West, New York 3. The line 
includes microfilm editing and reading 
equipment and microfilm jackets. The 
Filmchek, used tor editing 16mm or 
35mm microfilm, provides two spindles 
for mounting the reels in such a way 
that the film unrolls across a scanning 
area where it is inspected by means 
of a hand lens. One model includes 
a splicing unit. Prices: $148.50 to 
$198.50. A new reader is being intro 
duced, Available magnification ratios 
are 17x, 24x and 30x, changeable at the 
factory. Image is thrown onto reverse 


of ground glass screen measuring 10 
B zg 


Lad 
by 12 in. The unit can make prints. 
One model, for use with Micro-Jackets, 
costs $250: another, using both jackets 
or roll film, is priced at $295. The 
company also offers a line of Micro 
Jackets, of cellulose acetate, bonded by 
ribbing, for mounting unitized 16mm, 
pro 
vide complete insertion and indexing 


35mm, and 70mm film, and can 


services, 


Burroughs Corp., 007\ Second 
Detroit 32. Burroughs offers the Bell 
N Howell line. This includes three 
cameras of the flow type, accepun 
opy Il in. wide and of any length, 
recording on 16mm film. \vailabi 
reduction ratios are 13, 24, 30, and 37 
to 1. One model has interchangeable 
cameras to permit change of ratios. 
(Cameras can copy on full film width 
or halt width, and can copy both 
sides of a document simultaneously. 
Automatic feed is available (nher 
features are power drive, safety cle 


11.1 rv 
ices to prevent double loading, in 


built” copy classification, film indexing 
and constant voltage — stabilization. 
Readers, also for 16mm film, are avail 
able with magnification ratios of 18, 
24, 30, 37, and 49 to 1. One model 
allows for interchangeability of lenses. 
Image is thrown onto reverse of trans 
lucent screen Features include power 
drive, rotation of projected image, 
ability to make copies or prints from 
the film, variable speed ot operation 
(either electric or manual). The line 
includes the Micro-Twin, which in 
corporates both a camera and a reader, 
and a new portable reader and r 

corder. Equipment may be rented or 
purchased. 

Copycat Corp., 41 Union Square 
West, New York 3. The Copycat 
\uto-processor is used to make prints 
from microfilm rolls on sensitized 
paper. The paper 1S exposed in a 
microfilm reader for a few seconds. 
It is then inserted in the Auto 
processor, where it 18 developed within 
a minute, The processor provides lor 
both development and stabilization of 
the image in the one operation. Prints 
up to 9 in. wide may be made. Price 
$198. 

Diebold, Inc., Flofiilm Div., P. O 
Box 127, Norwalk, Conn. Diebold’s 
Flofilm line includes cameras, readers, 
and unitizing services, (Cameras, ol 
the flow type, use l6mm and 35mm 
film. Reduction ratios available, which 
are changed by changing lenses, ar 
514%, 11, 19, 20, 21, 24, 26, 30, 35, and 
36 to 1. Maximum copy width ac 
cepted by the largest camera is 42 1n.; 
since the flow principle is used, any 
length of copy can be handled. Cam 
eras may record on full film width or 
half width, and may photograph both 
sides of a document simultaneously. 
The new portable camera, which folds 
up into a convenient carrying Case, uses 
magazine loaded film. Price range 


$750 to $9,750. Readers also use lomm 
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the world's fastest electric is 


EASIER TO OPERATE 


than any other typewriter 


From its smallest inner part to its glare-free 
outer finish, the new SMITH-CORONA 
ELECTRIC TYPEWRITER was designed 

with the typist in mind, Its keyboard 

is sloped to match the natural movements 
of the hands. Its “live-action” keys are 
neither soft-and-spongy nor over-anxious — 
but perfectly in tune with the touch. 


It is the fastest of all electrics. It features 


more keyboard controls than any other. 
Call your local Smith-Corona 


representative for a demonstration — soon, 


\ 


Pa SMITH-CORONA ELECTRIC 


en eee best business connection you ever made 
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This Filmsort Ozacard Printer makes 


copies of single microfilm frames by 


means of the diazo copying process. 
The method was developed jointly by 
Filmsort and Ozalid. 


and 35mm film. Available are magni 


heation ratios of 24x and, on one 
model, infinitely variable magnification 
from 23x to 36x. One model can be 
fitted with a photoprint attachment to 
make prints. 
$00 depree 


Other features include 
unage inversion and = ad 
justable film speeds. Price range: 
$245 and $925. Also oflered are 
unItIZINy services, including acetate 
jackets in various sizes for 16 and 
35mm film, and a Micro-Jacket Read 
er, priced at $250, for reading unitized 
filo; it has either 17x or 24x magnifi 
cation, 


kastman Kodak Co., 343 State St., 
Rochester 4, N. Y. Eastman offers the 
Kodagraph 


Mi roprint Reader, tor 


reading opaque mircrorecords, The 
reader accepts microprint cards up to 
8’, by 14 in. in size, projecting the 
desired portions of the card onto a 
screen measuring 8% by 104% in. The 
unit is of a table-top design and can 
be used in ordinary room lighting. It 
,” 


in. in height, 22 in. in 
depth, and 14 in. in’ width. 


measures 17! 
Price: 
about $300 (current figure was not 
available at press lume). 


Filmsort Div., Dexter Folder Co., 
Pearl River, N.Y. The Filmsort line 
includes both microfilm readers and 
supple s and services for unitizing mi 
crohilm images. The readers include 
models large enough for use with en 
Mineering drawings; others are desk 
lop size Available are magnification 
ratios ofl 10x, 2x, | »®, 16x, 20x, 
22x, 24x, and 30x, which may be 
changed by changing lenses One 
model, the Surveyor, has automatically 
variable ray niitic ation. ‘The equipment 
uses unitized microhlm. The image 
is thrown onto the reverse of a trans 
lucent screen in some maxdels, onto an 
Opaque screen in others, 


$! S to $1,700 


clude facilities and supplies for mount 


) . ou 
| rice FAarpre 


Unitizing services in 


- 
76 


ing microfilm, in either single frame 
or strip form, in cards. Aperture cards 
take single frames, Jacket cards accept 
SUrips. Film can be mounted in tab 
ulating and other types of cards. These 
can be indexed and filed in a card 
hile. A new service provides lor duphi 
cating film in unitized form by the 
diazo copying process. For this pur 
pose, QOzacards (Aperture cards with 
diazo film) and Actifilm sheets (sim 
ilar, but for strip film) are used, be 
ing printed respectively in an Ozacard 
Printer or an Actifilm Printer. The 
process has been developed jointly by 
Filmsort and Ovzalid. 

Graflex, Inc., \54 Clarissa St., Roch 
ester %, N.Y. One Photorecord Micro 
hlm camera is offered. This is a 
planetary type in which the camera 
IS mounted above the material lo be 
opied. ty raising or lowering the 
camera and refocusing, a range of re 
duction ratios from 17 to | to 1.5 to 1 
can be obtained. The camera records 
on the full film width. Maximum 

Normal 


rate of operation is about 10 to 12 


copy size is 17 by 22 in. 
a minute; the equipment is hand fed. 
Features include portability, adjustable 
lighting system, beam focusing, and 
Price: $595. 
Griscombe Products, Inc., \32 W. 21 
St., New York Il. 


two cameras ol the planetary type, with 


pneumath operation. 


CGriscombe offers 


the camera mounted above the mate 
rial being copied. One model uses 


lomm film, the 35mm film. 


other, 
Reduction ratios available include 17, 
3, and 30 to I. 
original copy accommodated is 36 by 


4 1n., 


Maximum size of 


with copies made on the full 
film width. Prices: $795 to $895. Also 
obtainable are eight readers, some of 
which — are intended for use with 
jackets and aperture cards. Some are 
floor units, some are table units, and 
others are 


designed lor portability. 


Magnification ratios available include 
17x, 23x, 24x, 30x, and 43x. Some 
models throw mapes On an Opaque 
screen; others (for use with ussatized 


microfilm ), project images onto the 


reverse of a translucent screen. Price 
range: $165 to $415. The company 
also provides a variety of microfilming 
services, 

Hall & MeChesney, Inc., 1233 Os 


wego Blud., Syracuse, N.Y. This com 
pany offers a microhlming service in 
which customers’ microfilm is used to 
make opaque Microstrip prints. The 
prints are returned in the form ot 


This ad 


SUrIps backed by adhesive. 


Tools of the Office 


hesive, when moistened with Solox, 1s 
used to affix the micro-images to stand 
ard filing cards according to the needs 
of the user. Prints of this type are 
viewed through opaque card readers. 

770 Eleventh 


Hanimex offers the 


Hanimex (USA), Inc., 
tue., New York. 
Durst Micromat, a camera of the plan 
etary type which can also be used to 
project microfilmed images tor read 
ing. The camera unit ts mounted over 
the copy, and by raising or lowering 1t, 
its reduction ratio can be changed be 
tween limits of 1.x and 17x. It copies 
on the full film width. Features 1n 
clude an autofocus system, self-illumi 
nated reduction scale, and the capacity 
to enlarge film in order to make prints. 
Price: $597. 

The Microcard Corp., Box 314, La 
Crosse, Wis. 


line of readers for use with opaque mi 


This company offers a 
croprints in card form. The units are 
desktop-size and are portable. The 
image 1s projected onto the reverse o! 
a translucent screen, which can_ be 
tilted as desired. One mode] has a 
device for moving the cards to facili 
tate locating pages to be projected 
The company refers to this as a “page 
turning” mechanism. While current 
details were not available at press time, 
the equipment was listed last Novem 
ber in the $195-t0-$255 price range. 
Microfilm Corp., 13 E. 37 St., Neu 
York 16. The line includes cameras 
of the planetary type accepting origi 
nal copy up to 11% by 144% in. u 
size, and copying on full film width 
35mm film is used. The equipment is 
capable of filming bound books. Price 
$750. Reading equipment has a mag 
nification ratio of 17x. Images are 
thrown onto an opaque screen, Man 


ual film drive ts used. 


Vicrolex Corp., | Graves St., Roch 
ester 14, N.Y. Microlex offers Micro 
lex Readers for use with opaque Micro 
lex Cards and other opaque micro 


images. The cards are produced pho 
tographically by the company on order 
(the service is used by publishers), 
with material reduced at ratios of 16, 
17, 18, or 19 to 1. 


6! by 7! 


Cards measure 
in. and contain 400 pages 
The readers provide magnification ra 
tios of 20, 21, 22 to 1. They are de 
signed lor use on desk or table tops 
or on stands. Images are thrown onto 
the reverse of a ground glass screen. 


The equipment weighs about 22 Ibs. 
{ul} : 
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BY FAR — the lowest priced motorized Microfilm Camera! 
Engineered with the most advanced microfilm features! 
SEE HOW IT CAN SAVE YOUR BUSINESS THOUSANDS OF DOLLARS ANNUALLY! 


je MAKES COPIES AT LOWER COST! 
Copies letters in a split second 
cost of 2/10 of a cent! 


%& CUTS COST OF AUDITS, SURVEYS! 
Easily carried to the documents sav- 
ing valuable time and money! 


ata 


nea * ELIMINATES MANUAL TRANSCRIPTION! * ELIMINATES MILES OF FILES! 
PORTABLE mh) Saves time and labor by copying Copies records on microfilm saving 
CAMERA j records to be forwarded (i.e. check 99% of valuable floor space! 
Folds up registers, order registers, etc.) at 
= closes § high speed and with no chance of te PLUS HUNDREDS OF OTHER TIME AND 
con transcription error! MONEY SAVING APPLICATIONS IN DAY 
ss ' TO DAY BUSINESS PROCEDURES! 
typewriter! 
Weighs ONLY 
approxi- CAMERA 
mately WITH EASY 
20 pounds. pl FREE FOR THE ASKING! 
Send for your copy of “An Introduction 
RASAEINS to Microfilm” showing how firms such 
LOADING! ’ 
Simple to as yours save money with microfilm! 
load! 
Simple to 
use! “Worth Fee “=, 
t's weight t 
in gold!” DIEBOLD, INC. Dept. |! H 
Flofilm Division ' 
Norwalk, Conn : 
Please send copy of “AN INTRODUCTION TO § 
MICROFILM” at no obligation ' 
' 
Name __ Title ; 
' 
— “INCORPORATED #MRIRS hi ‘ 
: —— Flofilm Division ¢ N & Cons ie “ Address sal Fs ‘ 
and Service Offices in All Prinipal ies rr rr ra 
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If you own 
any of these 
TYPEWRITERS 


(Manyol or Electric) 


Auto-typist can turn it into 
an Automatic Typing Machine 


_ 


Smith-Corona 


“we 


Underwood 


Royal 


R.C. Allen 


The Auto-typist will turn any of- 
fice typewriter into an automatic 
letter-writing instrument. It will 
enable a typist to turn out 100- 
125 average-sized letters a day per 
unit. One operator can easily han- 
die four or five Auto-typist units. 
Find out how Automatic Typ- 
ing can save you time and money 
on standard correspondence. Mod- 
els for all sizes of industrial, insti- 
tutional or business offices are 
available. 
FREE —fil! out the coupon below for your 


copy of Auto-typist’s complete booklet 
telling of 160 ways to use automatic typing. 


Auto-typist 


American Automatic Typewriter Co 
Dept. !4/! 
Chicago 39 


2323 N. Pulaski Road 


Iinois 


Please send me a copy of “How to use the 


Auvto-typis.”’ 
Nome 

Company & Title 
Address 


City Zone State 


For More 


Information From Advertisers Use Readers 


npany soon 
Cxp ts to market a Microlex Copier, 
lo ised with a read to make 
copies of projected image 
Ozalid, Div. of General Aniline 
Film Corp., Johnson City, N.Y. Oza 


id is providing a new ser 

microhim rolls in ” du 

neyative to - negative net 

permit Sale to ive of ¢ 

d mplicates are use | revel 
! I 

nas irom being subject 


The service is available on 


nation 


wide basis. The COMpany has also col 
laborated with Filmsort in the develop 
ment of Ozacard and Actifils 
dupli ing unitized microhlm. 
(SEI Filmsort.) 

Recordak Corp., 415 Madison Ave., 
Vew York 17. Re 


of Eastman Kodak, produce » an exten 


ordak a subsidiary 


sive line of microhiim equipment. The 


| | 
lime includes a number of cameras 


! 
45mm film, 


\vailable 
from 8 to | 


which use either 16mm or 
depending on the model. 
reduction 


to 40 to |. 


} | le] 
by changing lenses on l6mm models, 


' ' 
by mo the film 


ratios ranye 


These are inter hangeable, 


ny unit in the case 


of 35mm models. There are six cam 
eras of the flow 


to 14 In 


type, accepting copy 


wide and of any length, and 


seven of the planetary type, with a 


yt 
led 1 


SIZE OL 3/' by 52 
full 


and can 


maximum copy 
In. (Cameras can 


halt 


copy on film 


width or width, copy 


both sides of a document at 


once, 


varying with the model. Both manual 


and automatic feeds are available, the 


latter having speeds of 400 to 500 a 


minute. Features include power drive: 


satety devices to double load 


prevent 
ing or feeding beyond end of film, ete. 
Equipment may be enther purchased 
$550 to 
monthly rentals: $17.50 to $250. Rea 


or rented. Prices: 


ers use either 


lomm or 35mm _ film. 


Magnification ratios trom 12 to 1 to 


1) to | are 


available. Ratios are 


changed by interchanging lenses, or 


In some moving the 


CASCS, by Mi 


screen. 
Some readers throw the Iimaye on the 


1 
reverse of a ground glass screen; others 


use an Opaque screen. Features in- 
clude power drive; rotation of proj 
ected image; and ability to make 
copies or prints from the film. Equip 
ment may be purchased or rented. 


Prices: $190 to $900; monthly rentals: 
$5 to $25. The 


tributes Filmsort equipment, supplies, 


company also dis 


and services. 
Remington Rand, Div. of 


Rand Corp., 315 Fourth 


Sperry 
New 


lve., 


Inquiry Coupon on Last Page 


York 


ecord line includes seven 


up to 15 in. wide and of indefinite 
ength Dhree ire of the planetary 
Ty jx with a maximum copy size ol 
36 by 47 in. Depending on the model, 


cameras can Copy on full film width or 
half width, or can copy both sides of a 
Reduction 
4 Oy 4. fF 


The 


are changed by changing either the iens 
¥ ying 


document simultaneously. 


' , 1 a 
ratios available include 17, 


29, 29, 32, 35, 37, and 40 to I. 


or the camera, depending on the model. 


1 
Features include automat feed; warn 


ing signals for such failures as burned 


out lights, feed failure, broken film, 


end of reel, etc.; “color-stat adjust 
ment to produce even density ol m 
Variations in the 


ayes in Spite ol color 


original material; double-document 


stop; etc, Optional features include 
inde xing kit; document stackers: static 
climinator; document counter: proces 
; 
ing units; splicers; and film cabinets. 
quipment may be purchased or rent 
Readers 
Available 
, . 7 
magnification ratios include 15, 17, 20, 
23. 24%. 2 29, 30, 35, 40, 42, 


d, 
43 to l. Lenses can be interchanged. 


ed. Prices: $500 to $2,750. 


use lomm or 35mm him. 


and 


+ ot 
Depending on the model, the image is 
thrown onto the reverse of a ground 
glass screen, or onto an Opaque screen. 
One model uses both l6mm and 35mm 


film and has built-in double lenses of 
) 


23x and 40x diameters: it has auto 


matic variable speed control, 360-ce pree 
image rotation, and other features. 
Price range: $165 to $895. The com 
offers both Filmsort and 


Remington Rand Kard-A-Film meth 


ods of unitizing and hiling microfilm 


pany also 


images, 
U.S. Microfilm Co., 870 Main St.. 
Stamford, Conn. This company offers 


a combination camera and reader. 


which uses 35mm film. It 1s manually 


Spec d 
The reduc tron ratio 


fed, with a designed recording 
ot 1,000 an hour, 
used is I] to 1. A special feature is 
that film may be viewed without inter 
rupting the filming. For reading pur 
poses, the equipment throws the im 
age onto an 


built in. 


opaque screen, which is 

The unit is designed for 
> 

table top use, Its base area measures 


14 by 


were not available at press time, it was 


15% in. While current details 


priced last year in the $750 range. 


Next Month: 
Filing Equipment and Systems 
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trade mark reg. U.S.A. 


CELLULOID INDEX TABS 
give you faster, easier record reference 


For years, the most “asked for” index tab 
has been Victor MAK-UR-OWN. Easy to use, 
inexpensive to buy, it is still the most pra¢- 
tical all-round performer for all-pu rpode 
indexing. ONLY MAKE-UR-OWN HAS ALL THESE FEATURES! 


: Z : @ Make-Ur-Own will not burn, crack or warp 
MAK-UR-OWN is a quality product that you 


will find appropriate for all your indexing 
; e : ; @ Labels easy to insert or remove — yet stay in place 
since you have 3 practical sizes and 7 

. ; © Quality gumming adheres instantly —.per e 
popular colors to choose from. Economical ——ee € adheres instantly —.permanently 
six inch strips can be cut tothe exact size you ° 6 inch strips cut to the exact size you need 


e Beaded edge reinforces tab — assures easy pick-up 


need. Tabs can be easily attached and you  ® 3 Convenient sizes for one, two, or three lines of typing 
can depend upon their permanence. e 7 colors: blue, red, green, yellow, orange, pink and clear 


For faster, easier record control, ask your local stationery dealer for MAK-UR-OWN indez tabs. 


| VICTOR SAFE & EQUIPMENT Remington. Flan. 010 ss 


‘ate DIVISION OF SPERRY RAND CORPORATION 
WiC LOR 
— 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 
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The only 
concern in the United 
States specializing in 


the manufacture of rag 
fiber Onion Skin and 
Manifold papers. 


Fidelity Onion Skin 
Clearcopy Onion Skin 
Superior Manifold 


Their use greatly re- 
duces Typing. Mailing 
and Filing expenses in 
connection with 


Thin Letterheads 
Copies 
Records 
Forms 
Advertising 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 


RO For More information From Advertisers 


Use 


AMA— 


(From page 44) 


ning, development and implications of 
the new data processing center opened 
by the Sylvania Electric Co. at Camil 
lus, N. Y., earlier this year (see Office 
Management, 1956, p. 39; 
Three speakers 
different 
development of the 


August, 
August, 1955, p. 12). 


from the company covered 


phases of the 


center 


Leon C. Guest, Sylvania controller, 


the first speaker, declared that only 


rapil adoption of automation by 


American offices would forestall a 


shortaye of clerical workers that could 
be as serious by 1975 as is the shoriage 
ol engineers today. 


tut his company, in spite of this 


trend, believes that its new data proc 


essing center at Camillus will make it 


possible for the company to function 


five or ten years from now with no 


more clerical workers than it has to 


day, he declared. 


Clerical-production ratio rising 


Reporting that manutacturing has 


grown progressively more efhcent, 


making it possible for a xiven number 


of workers to produce a constantly 


yoods, he said the 


increasing amount of p 


exact reverse has been true in the 


clerical world, The number of clerks 


employed tor every 100) manutactur 


ny employees has increased from 


cleven fitteen years to sixteen of 


u 
Apo 


more today, he declared. If this trend 


were to continue at the present rate, 


there would be one clerk for every 


four manulacturing workers within 


fifteen years. 


Hlowever, he said, new system tech 


niques make it possible to slow or 


even stop this trend, 


“Industrial management finally 1s 


recognizing that the approach leading 


to factory production can also be ap 


plied to the hiyure sick ol business, 


“They 


applied to the record end ot 


he declared know it must be 


DUSINCSS, 


In Sylvania’s early recognition of 


these factors, and = its preliminary 


stuchies ol the feasibility and eCcOonmomy 


1 
ol installation, researchers 


othice 


“spending so much time in the 


a computer 


found = that personnel were 


com 
pilation of information that they ran 


out of time to think,’ he 


reporte d. 


They also found, however, that a 


computer could not be economically 


justihied within company Operations on 


Readers’ Inquiry Coupon on Last Page 


a decentralized basis. Yet Sylvania had 
organized itself according to a decen- 
tralized management principle. 

Sylvania therefore decided to cen 
tralize record keeping, without abau- 
doning the principle of decentralized 
management. 

His company’s problem, therefore, 
he said, boiled down to a communica 
tions problem—tying together all com 


pany locations in a communications 
network that would provide rapid and 
flexible 


throughout the company. 


transmission of intormation 


The company found that such fluid 


communications could be achieved 


through specially designed Western 


Union equipment tied into a national 


private wire communications system, 
he told the group. 
Eventually, Guest said, all record 


keeping related to the engineering, 


manutacturing, distribution, and ad 
ministrative efforts of the company will 
be handled at the data processing cen 
ter. The center will also gather per 
tinent information from all areas of the 
company, summarize it, and present 
it in the most desirable form to the 
management requiring that particular 
information, Sut, still adhering to 
Sylvania insistence on maintaining de 
centralized management, it will func 
tion purely as a service department, 
performing processing and summariz 
ing functions only, and will have no 


responsibility for operating decisions. 


“Sylvania’s firm belief is that data 
processing will make decentralization 
even more effective,” Guest continued. 
“The decentralized 


be able to act more rapidly and with 


organization will 


more flexibility. It has become normal 


practice to seyrepate the actual cler 


ical effort involved in record keeping 


from the responsibility for managing 


an operating function. Since such se 


zg 
regation is recognized as good organ 


ization, it does not change this con 


c pt to take 


advantage ol Cost savings, 
ind more efhcient equipment by cen 
tralizing the record keeping.” 

The next Sylvania speaker, Edgar 
C. Dunn, manager ot the data proces 
sing center, emphasized that the main 
functions at Camillus will be the 


; work 


{ reme 
lor management decision 


‘drudgery type providing facts 
making in 
the proper format, at the proper time 

“Decentralized management,” he 


T S| 
said, “treed of this routine work, will 


be able to devote itself to its primary 
responsibilities—planning and effectu 


(To page 84) 
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invoice... 


WRITTEN JUST ONCE 


Now—turn out all the paperwork 
you need to fill, ship and bill an 
order from just one writing this 
new Ozalid Direct Copy way. 


You save costly, repetitious hand 
copying and retyping . . . end 
proofreading . . . eliminate copy 
errors... get shipments and bills 
out sooner... improve Customer 


service, 


Ozalid ends needless duplication 
of paperwork throughout your 
business. In every operation 

purchasing accounting, produc 

tion—Ozalid replaces costly writ 
ing and typing with speedy, in 
expensive Direct Copying. 


Ozalid makes copies of anything 
written, printed, typed or drawn 


on any paper that transmits light, 


at the lowest cost per copy of 
any similar process. Actually, you 
pay less than a penny for a letter- 
sensitized Ovzalid 


size sheet of 


paper. 
( all your lon al 


His 


number's in the phone book, or 


For the full story 


Ozalid representative toda 


send coupon below for more in- 


formation, 


OZALID" 
DIRECT See everae 


A Division of General Aniline & Film Corporation. in Canada; Hughes Owens Company, Ud., Montreal 


Ozalid, Dept. 


K-11, Johnson City, N. Y. 


Please end more information on how Ovalid Direct 


Copying can help us with our 


C1) Order-lnvoicing 
Production Cs 


Purchasing unting 


ntrol Keceiving ngince ing 


® 
Narn 

Position 

Firm 


Addre 
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Model agency § model office proves 


vlamor can be efficient 


The beauty business can be businesslike as Manhattan 
model agency proves through efficient office space plan, 


revision of systems and procedures for better service 


WALK ANY DAY down New York's 
Madison or Fifth Avenues and you will 
notice the glances of the men and the 
envious stares of the women being di 
rected towards a girl who stands out 
from the crowd. ‘Taller and thinner 
than average, with good bone structure 
and carriage, the girl is smartly but 
simply dressed, has a face that is either 
heavily made up or that has just been 
relentlessly scrubbed clean—depending 
upon the staye of her progress and 
she carries the tell-tale carry-all bag 
that has replaced the hat box as the 
identifying insignia of the American 


professional model. 


, > . 2 ow . ‘ . 
But there have been yreater changes 
than that represented by the switch 
from the hat box badge to the carry all. 
More unportant still, from a business 
operating on a personalized, otten un 
; ' 
systematic basis, the model ayencies 
! 
have had to transform themselves into 
close-knit, efiiciently-run organizations 
employing modern office procedures 
and techniques in order to provide the 


volume of services required by the ad 


Dual purpose office of agency head divides naturally into desk and conference areas 
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ich are their chief cus i : 
if 
| ‘ | b : 
ir image of model agency : , 
; ; : d 
executives—sull pre valent in the gos -_ 5 4 
ii 
Sip and society columns—is one of a } 2 
trenetic, fast-living group that spends r 7 iL 
~ > ! ! 
iy : -. 
ai" 


afternoons at cocktail parties making 


= 


contacts and then relaxes six nights a 


week at FE] Morocco (Sundays they're 


at the Stork!). All business is con 


ducted over the telephone, and a beau 
titul secretary runs the office. 


rhe terrific upsurge in advertising 


expenditures, the necessity of stream 
lining Opn rations and « utting costs, and 
the rigid time and performance stand 


ards imposed DY such media as TV 


have made this picture hopelessly out 
dated. Just how outdated this picture 
of the glamor business has become can 
be seen by examining the transforma 


tion of one of today’s most successful 


renciec § P ' ] » ne 
agencies from a personalized operation 


into an efhciently run organization em 


ploying nodern office techniques, 


Two years ayo, fashion coordinator 
ind administrator Emily Brooks took 
over an agency that was suffering from 
poor organization, high overhead, and 
duplication of procedures in its exten 
sive paper work. The main reason for 
the co nparatively inefhicient operation 
was the common assumption that 
many of the pro edures of a business 


11S type just would not lend them 


ol 
selves to for nalization and standardiza 
tion. Today, the Emily Brooks Agen 


cy operates as a specialized, efficiently 


in office of Emily Brooks, ageney head 


te 
~ 


Data cards are kept for each model Gaining added space when needed is made easy by movable machine stands 
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(From page 80) 


ating optimum return of investment.” 

His company’s program, Dunn said, 
is built around the following basic 
considerations: 

1. The new facility centralizes rec 
ord keeping for the company as a 
whole, with computer applications to 
be developed to the maximum degree 
over a five-year period, 

2. All company locations are to be 
tied into the center by means of a 
leased private wire system that can 
handle both administrative and routine 
data processing trafhe on a high vol 
ume basis. 

3. All applications are to be planned 
and developed as an integrated system 
from the onyination of information at 
a source anywhere in the company to 
output finalization and feedback by the 
computer, 

Definitely scheduled for automation, 
he said, are all company payrolls, order 
handling, invoicing of “off the shelf” 
items, accounts receivable, and state 
ments, as well as all statistical records 
that can be created as a by-product of 
billing operations. 

The company will also study the 
ways in which automation can be ap 


plied in the more complex areas of 


modern-efficie 


SECRETARIAL CHAIRS 


are instantly adjustable to proper fit by ANY 


USER, and with proper fit comes comfort 
and efficiency are engineered with the 
finest features ever built into office chairs, 


including a patented swivel that never binds 
. are available 


nor becomes loose or wobbly 
in most any fabric or color and all covers 


are easily removed or replaced .. . give MANY 
MORE years of good service for every dollar 


you spend. 
1—Spring-mounted, foam latex back rest. 


2—txclusive patented 4—Easy seat height 
and back adjust- 


molded foam iatex 
seat cushion. ments. 


3—Free-movi swivel; 5—Wide choice of 
easy-to-remove fab- 


can't wobble or 
stick. ric covers. 


lial 


May we prove it to you'? 


market research, sales forecasting, pro 
duction planning and inventory con 
trol data processing for non-off-the- 
shelf products, and scientific applica- 
tion for engineering, atomic energy, 
electronic systems and research. 


Payrolls moving to Camillus 

At this time, in the newly opened 
center, the combined administrative 
data processing message network has 
been completed, Dunn said; the com 
puter with all its auxiliary equipment 
is in place; and the organization to 
handle all phases of planned computer 
applications has been developed. 

Projects still in process: moving all 
company payrolls to Camillus for proc 
essing (which the COM pany expects to 
complete by the middle of next year). 
Hourly payrolls for three major plants, 
and one salaried payroll are already 


being handled at Camillus. 


The company has already begun in 
stalling standardized customer order 
entry systems at all field and factory 
warehouse locations, to be tied in with 
centralized billing for multiple prod 
ucts on a divisional basis. A mech 
anized order-entry-invoicing system for 
the Radio and Television Division is 


being installed. All company basic 


8 Cramer Posture Chair Co,, tne., Dest. OM 1 
§ 1205 Charlotte, Kansas City 6, Mo. 1 
G Pilease have a Cramer dealer call for a demonstration of 8 
6 Cramer Chairs in my office . 
‘ 7 
a Name ' 
. ,f 
8 Address ‘ 
‘ § CRAMER POSTURE CHAIR CO., INC. 
City. Jone Strate ' 
+ a ' 
R4 For More Intormation From Advertisers Use Readers’ Inquiry Coupon on Last Page 


statistical reports and related sales ac- 
counting information are being trans- 
ferred to Camillus for processing by 
Univac; this also is being done division 
by division. 

The last of the three Sylvania speak- 
ers, James D. Gallagher, Manager, 
Planning and Development, reported 
that projects under study are: umple- 
mentation of payroll programming to 
provide a basis for computing incen- 
tive payrolls and analysis thereof for 
management information on a more 
timely basis, and to provide all the by- 
product information for cost acceunt- 
ing and management operational analy- 
S18; development ot a management an- 
alysis group whose activities could be 
integrated with the operations of the 
center; and development of a product 
automatic stock replenishment pro 
gram to service both held warehous- 
ing and divisional requirements. This 
latter program is being planned so that 
it will take into account all the re- 
quired elements of sales forecasting, 
production planning, and warehouse 
scheduling. 

“This last,” Gallagher reported, “rep 
resents the maximum challenge to elec 
tronic computers in the business field, 
and one which we must get on the 
computer if our program 1s to produce 
the results expected.” 

One of the major problems faced in 
designing the COMMUNICATIONS network 
to serve the data processing center, he 
said, was the requirement that the net- 
work carry both administrative mes- 
sages, and routine report data. To 
avoid an impossible problem ol sched 
uling transmissions, the system had 
to be designed in such a way that it 
could automatically separate adminis- 
trative from computer trafic at the 
center, and also classify data for the 
machine. 

\ special unit was designed by 
Western Union to carry out these 
functions, he reported. It scans incom- 
ing circuits, classihes information ac 
cording to its function, and switches 


the data at high speed. 


By servicing administrative messages 
as well as routine data to be fed to the 
computer, the company has reduced 
long distance phone charges and com 
mercial wire costs so sharply that the 
private wire system has begun to pay 
for itself within six months of the start 
ol operations, Gallagher reported, The 
monthly rental cost of the system just 
about equals the savings achieved in 


! ' 
regular phone and wire toll charges. 
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When the center first began opera 
tions, Gallagher said, Sylvania was 
concerned about verification proce 
dures, and the network’s ability to 
handle numerical information without 
equipment malfunction or circuit difh- 


As ac he« k, 


therefore, it was decided that no data 


« ulties « reating errors. 


processing information would be trans 
mitted without control totals being in 
cluded in the transmission. 
“However,” Gallagher told the 
group, “we have discovered that, for 
the most part, where errors do occur, 
they occur as the result of errors in the 


original recording at the source.” 


The company has therefore set up 
checking procedures for original entry 
of information. Positive audits of ba 
sic payroll data have been established 
at key points, for instance, and every 
effort has been made to create as unl 
torm a payroll information reporting 


method as possible for every location. 


It was also necessary, he reported, to 
organize operating procedures so that 
when discrepancies in data content or 
format are noted at the data center. 
corrections can be transmitted rapidly. 
In this way, computer processing need 
not be halted for any significant pe 
riod of time 


Edgar Dunn, in outlining sugges 
tions tor Companies planning to estab 
lish a data processing center like Syl 
vania's, listed as the most important 
onsiderations: 

1. Convince all levels of management 
that routine drudgery type clerical op 
crations are not prime responsibilities 
of division management, and should 
be automated at a= central point to 
vain increased efheiency at lowered 
Costs. 

4 Development ol a planned pro 
yvram, and maintenance of its broad as 
pects with as lew changes as possible 
imtil completion of the system. 

4 Location 0 the data processing 
enter at a place independent ot any 
existing COM pany facility, and in talla 
tion ot an effective COMMUN ications 
system capable of carrying both data 
reporting, and administrative traffic. 

The System should he 


= | 
planned as a complete thing, 


visualized an J 


“source 

recording to output finalization,” he 
ey ' 

said The planners should also i 


=tyyl 
«areiul to maintain continuing liaison 


with operating kroups through both 
the planning and installation phases of 
s 2 ! 

ny Overall system designed lor use 


with a computer. In line with this. he 
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pointed out, it is important that an 
effective orientation program be de 
signed for all levels of management, 
and that the planners allocate enough 
time to insure that the program 1s 
thoroughly sold initially, and also that 
ut remains sold during its entire period 
of development. 

Two more important recommenda 
tions, he said, are that the new system 
be explained to the clerical force sched 
uled to handle it by experts who know 
every phase of the system, and further 
more that the planners responsible lor 
the system stay on hand until everyone 
is sure the system is working well, 
without any “bugs” from source origi 
nation to output finalization, 

This last, he emphasized, is the key 


to effective system installation 


(To be continued ) 


Standard-V acuum— 

(From page 65) 
others who create records, a Corre 
spondence Handbook, used by seer 
taries, stenographers, typists, and others 
who prepare records; and a J ling 
Handbook, used by Records Center 


pe rsonnel, 


it takes a SYST 


to save filing 


Space: time * money 


The patented “Facile” Guide-Pull and 
Outcard Holder is just one of the many reasons 
why hundreds of companies are adopting 

the Visi-Shelf Filing System! Filing is faster, 


easier, more efficient and more 
accurate —- all at great 
economy in cost 
and operation. 
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MANY 
RECORDS IN 
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OF RECORDS 
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The new Westchester office replaces 
othce space at several different loca 
tions in downtown New York. The 
need to consolidate the headquarters 
staff under one root, and at the same 
time to allow room tor future expan 
sion, led Standard-Vacuum to buy 
the 55-acre suburban site on which its 
new building is located. 

The building itseli, situated on the 
crest of a hill, is shaped like a letter 
Y, the wings on each side of the 
curved entrance facade sweeping for 
ward at an angle, while a long base 
wing extends backward from the en 
trance. A continuous strip ot picture 
windows, shielded from sunlight by 
aluminum louvres, graces the two an 
gled wings of the building. 

The interior of the building has 
been designed according to the mod 
ular type of construction, and achieves 
further flexibility through the use of 
movable interior walls. Two floors are 
devoted to the company's operating 
departments, with directors’ othces 
srouped on the root setback. The 
central transcription room, the dining 
room (which offers both table and 
counter service, and can accommodate 


350 employees ut a time) and two 


> 


Visi-Shelf File, inc. Dept. |0 
105 Reade Street New York 13, N. Y. 
Please send the following: 

File Survey Form 

Manual on Terminal Digit Filing 
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| Ever watch someone 
searching in a messy file 
drawer for a letter or 
folder? Ever do it your- 
self? Takes time. Frays 
rome tempers. Costs money. 
Why not have your files in a condition 
you'll he proud to show? Acco-binding is 
the answer. Put your letters, invoices, con- 
tracts, orders —all your papers —in Aceo- 
hind Folders. They'll be safely filed 
where you want them— until you want 
them. And your files will be neat, orderly, 
efficient. Aceobind folders also save con- 
siderable space in filing eabinets. Your 
stationer will be glad to show you the fea- 
tures of Accobind Folders, (all sizes and 5 
colors), and other Acco produets. Ask him. 


The Accopress 
Kinder cam. 


bines loose leaf 


ranventence, 
large capacity 


and economy. 


Ideal for Cata- 


log Cowers. 


When transfer time 
comes just slip the 
hound papers from 
the Accobind Polder, 
insert a new Acee 
Fastener and the 
Polder is ready for 


another year's filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 
THE ACCOWAY SYSTEM 


(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS. Inc. 


Ogdensburg, New York 


In Canada deco Canadian Co., Lid., Toronto 
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recreation rooms, are on the ground 


level; all open on terraces on either 
! 
side of the buildi ig. 
The completely air-conditioned 
, ' 
building has individual controls tor 


both air conditioning and heating in 
every office. The sound system which 
is used both for musi and general 

' 1 
announcements also can be individual 


ly controlled within each office. 


The new building, which is of re 
inforced concrete, was ce signed by the 
New York architectural firm, Eggers 
and Higgins. Interior layouts and de 
oration, and color planning, were car 
ried out by Mrs. Helen O'Connell, of 
the Eggers and Higgins staff, and 
Rodgers Associates, New York. 


Scientific decisions 
(From page 53) 


However, objectivity does not mean 
that the office executive cannot have 
rational conviction. It does not mean 
he cannot take a definite stand, exert 
his individuality and fight for what 
he thinks is sound and proper. It 
does mean that the ofhce executive 
who strives to be obj tive and has 
arrived at a decision only after incur 
ring the pain of critical thinking is 
still susceptible to the possible. It 
something new is presented he will 
listen, with a clear mind and_ then 
make it up again. A prejudice is a 
prejudging The sad thing about a 
biased mind is that it does not help 
educate others but rather opinionales, 
does not — stimulate thinking but 
arouses emotions, does not test under 
standing but defends a position, In 
short, objectivity implies realization 
that no one knows it all; it means 
one may be eager and rigorous in his 
attempts to find truth but that he is 
also amenable and attentive to others’ 
ideas. Thus a belief or opinion should 
be something to be tested, for the sci 
entist doesn’t seek to defend his be 
liefs, but to improve upon them. His 
beliefs are always amenable to the out 


come of critical discussion and thought. 


On the other hand, the reader is 
probably aware of a widespread fear 
of not being thought reasonable. Many 
executives have ce veloped a marvelous 
faculty of rationalization for the pur 
pose of convincing employees that 
they are quite reasonable. 

The mayor clement of becoming and 


remaining objective is control of emo 


Readers’ Inquiry Coupon on Last Page 


tions. The first step in leadership 1s 
self-control and this is also a step in 
acquiring understanding. Because man 
thinks with his emotions as well as 
his mind, he usually does not do one 
or the other thoroughly. The scientific 
attitude rests squarely upon the office 
Executive § ability to never become so 
emotionally involved in a_ situation 
! 


| 
that per spective 1s Lost and clear think 


precluded. If emotion must 


come into it, always let the other fel- 


inp 1S 


low get worked up while you remain 


cool and calm as much as possible. 


Of course, even calm executives 
have tensions which they must di 
charge to maintain the internal equl 
librium that nature demands of any 
living matter. The head and the heart 
are traditional opponents; teamwork 


between the two is indeed difficult. 


It cannot be ordered merely by saying, 
“Be calm, be collected.” It takes years 
of discipline during which the mind 
is subjected to emotionally loaded sit 
uations and becomes the victor more 


often than the loser. 


From the intellectual standpoint, 
man needs such discipline because he 
is not only a rational animal but also 


love and hate, desire and 


a creature ol 
aversion. He inherits a glandular as 
well as a nervous system, a stomach 
as well as a brain. | nless his wants 
and passions are vigorously conditioned 


and controlled, all his fine intelligence 


will become the slave of the emotions. 


However, the intellect can enslave 
the emotions just as well as the emo 
tions can mislead us. The office exec 
utive must remember that it is not 
normal for man to be without some 
emotion and that unless he can let his 
loves and hates influence his mind he 
will be such an unpleasant personality 
and a bore that he will never get next 
to the very subject matter that elicits 


his scientific imagination, namely peo 


rm | 
pi . 


Another aspect ot allowing emo- 
tions to interfere with intellect o« 
curs with people who are “thin 
skinned.” The scientific attitude does 
not encourage being easily offended, 
easily hurt by criticism, resentful of 


1 
PCOpic s 


complaints and resentful of peo; 


affections 
‘ : , , 
The result of being too emotional 1s 
that we run from people or we argue 


with them rather than seek to gal 


knowledge from them. Today being 
| | | kee} y 
iwake to reality implies eeping our 


wishes alive but in check, and our 
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If this is your own copy, you're in good com 


pany—there has been a dramatic growth in the 


circulation of OFFICE MANAGEMENT 
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emotions under discipline. Explore 
the motive of an executive who has 
failed to recognize a fact or commit- 
ted some complicated fallacy, and you 
will often find that his reasoning and 
observing powers were corrupted by 
his wishes and affections. The scien- 
tific office executive does not allow 
himself to become the servant of his 
own wishes or his own notions, Keep 
ing his eyes open, his mind free and 
being utterly willing to accept the 
facts as they really exist are prerequi 
sites of scientific attitude. 

In conclusion, thinking about office 
management problems is inseparable 
from thinking about 


people. The 
manner in which we organize people 
has a direct bearing on the manner in 
which we organize our thinking, and 
vice versa. On the one hand few things 
are as irresistible as an idea whose 
time has come and on the other hand 
few objects resist birth so stubbornly 
as a timely idea. For this reason, the 
kleas of great men were literally dug 
out of minds and forced into reality 
by concentrated thought. A disciplined 
disposal of one’s mental resources is 
not only a prerequisite to creative 
thinking, but also a responsibility 
that everyone must assume. 


Attitude a way of life 
Scientific attitude holds for the ofhce 
possibility of 


executive the greater 


happiness. It is a way of life, no less, 
that promises the means whereby we 
may learn to live with grace and with 
out rancor in the world with which 
we have by our ingenuity surrounded 
ourselves. Many fail to realize even 
with all the many evidences of science 
about them that the objective of sci 
ence is not just understanding but 
rather control. Control is the end 
process and in human relations it 
means that the executive gains a bet- 
ter control over himself, over his rela 
tions with others and their relations 
with him, so that all may benefit. The 
scientific attitude helps him to gain 
control over his emotions because tt 
retards bias and jumping to conclu 
sions. The basic aim of science applied 

human and social relations in the 


ofhice 1s 


tions that are 


bring about human rela 
themselves scientific, 
that themselves meet the dispassionate 
and objective criteria of science. 

The idea of becoming scientific in 
behavior, of gaining greater control 
over oneself does not mean that one 
becomes ad slave. 


Rather IS mecans that one becomes 
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really free, because the truest freedom 


belongs to those who can control 


themselves. 


Human relations— 


(From page 51) 


tion. This information is the very 


basis of the institution of proper per 


sonnel policies. 


For instance, the planner has 


worked out job specifications for the 


various jobs in each department. Now, 


knowing that a scientific personnel 


policy is about to be instituted, he can 


(after final checking of his job speci 


fications against the actual operations 
of the 


system) begin feeding back 


such specifications to the personnel 


department. 


Now that department, when asked 


to prov ide a comptometer operator 


tor the billing department, can look up 


the job specifications and learn what 


other qualities that person must have 


beside being able to handle a comp 


tometer. 


Similarly, the division of all clerical 


work into simple and complex tasks 


in each department, and the assign 


ment of those tasks, respectively, to 
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low-level and high-level workers, 


gives the personnel department an 
other bit of information in hiring a 
general clerk. If the clerk is to fill a 
vacancy in the group handling the 
great mass of data which can be proc 
essed through simple mechanical rou 
tine, one type of worker is called for. 
If the clerk intended to fit into the 
group responsible for complex tasks, 
a greater degree of initiative and intel 
ligence will be called for. 


yood 


This is the very beginning of a zg 


personne] selection program: feeding 
personnel the information that will 
enable it to do a better selection yob. 
The planner wima position to yx riorm 
this function. 
Moreover, the planner has been re 
sponsible lor training the present per 
sonnel in the new system during sys 
tem conversion. It is entirely possible 
for him to work with the supervisor 
and department head in creating a 
formal training program to be used 
y the supervisor in training all in- 
coming personnel in the future. 
Then, too, the very training proyram 
used in the department during con 
version, in which certain key workers 
were first trained, and these in turn 


were used to train their fellows in the 


easy to use! 
Punches all 
three holes at 
a single squeeze. 
No adjustments, 


new system, 1s helpful. Planner and 


supervisor have a pretty clear picture 


of which workers are effective in train 
ing others. All this information can 


be used in establishng a formal train 
ing program for all personnel coming 
into the department in the future. 


Incentive pay aids morale 


An excellent method ol 


worker enthusiasm on the job and of 


ere asing 


ncreasing production is some kind of 


| ; 
incentive plan. Every torm o 


tive pay must be based on work meas 


urement standards. The 


Ineen 


pl inner must 


keep comparative lessee on depart 


mental production anyway, in order 


to evaluate the new system against 
the old one that had been used. He 
thus has the foundation tor any kind 
of future incentive plan bonuses at 
his hinyertips, since he has the hpures 
showing how department production 
standards are under the 


These higures can be the 


i. 68 
Stablizing 
new system 


‘ 


foundation for an eventual incentive 


pay plan. 


These are the beginnings of a solid 


ind productive human relations pro 
gram. This 1s the logical time to be 


it, when the 


gan 
' 

planner is on the scecne 
aned the 


company is pomy through i 


anyway 


complete c hangeove r process 


The figures and tacts the planner has, 
as a result of his system work, give 
your company a long lead toward an 
efficient use of the human resources 
ot the ofhce 

Used in an intelligent and imagina 
tive fashion by the personnel depart 
ment, they can furnish the beginnings 
of a program They can make it pos 
sible for personnel to assign people on 
a more intelligent and knowing basis 
than it has in the past 


lav the toundation tor at 


They can 
incentive pay system that wall work. 


I hey make a 


clerical duties possible 


stratihication of all 
This stratificea 
tion can in turn be the foundation of 
an effective merit pay scale. 

When all the figures that are the 
basis of these various formal personnel 


flow ing back 


automat ally, the 


programs are almost 


planner can sit 
down with you. Together you can 
work out a broad general program of 
human relaions work appropriate to 
your company, to the system that has 
been devised for your company, and 
to the general working conditions tn 


the area in which you are located 


Moreover the planner, through inti 


mate knowledge of your 


company's 


Force helps you 
keep ue 


no gauges, nothing to mark 
just insert paper and 
squeeze! Strongly made of 
steel; accurate and trouble- 
free. Finished in handsome 
hammertone gray and red. 
Only $4.00 each. 


THOUSANDS 
used by nation's largest 
industrial corporations, government 
departments, armed services. Ask 
your stationer or office supply firm for 
samples ond prices on 3-hole and 
other CLIX PAPER PUNCHES. 


NEW ENGLAND PAPER PUNCH CO. 


NATICK, MASSACHUSETTS 


the 


FORCE MODEL 400 
Small-figure Date - 


A self-inking, 
small-figure, 


12356 


metal dater 
that’s perfect for imprinting 
dates in small spoces. Easy to 
hondle 


FORCE MODEL 450 
Standard Date - Keeper 


AUTO MATIC ACTION 


| DEC 23 | 2s Self 


Automatic date changes with 
a touch of o lever 

for fast, clean, trouble-free dating 
operotions 


%. _» Specify FORCE Date-Keepeus 


z WM. A. FORCE 


cutomatic self-ir king 


COmtanmr (mCOerOratia 


a6 nicwons avenue, sroonwen ny 
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Have You Heard About... Have You Seen = jine people, gained through long expe: at which to establish the turnover rate; 
CONVOY "Ch -B d’’* ience with them during ystem plan and perhaps some kind of incentive 

RIGID, Salaaauanl dampers ning, system changeover, and worker pay plan in the clerical areas where 1 

record storage training, can advise you as to ndivid would prove useful. 

. FILES ual peop on the line who may be All these items are subjects for a 
parti Nari\ promi inv in the irca © } ialist The system praanner is more 
human relations work. of a specialist in most of them than 

(in merit rating, he in advise you ompany tin personnel. He in help 
in terms of your individual system your company set up a sound, well 
iS WCil a in terms ol hu nan relations balanced, ind workable hu nan rela 
pust how much veight to pive sen tions program. You can improve it 
jority as against sheer ability in con from there. 
sidering promotions to any yiven su You may go in tor elaborate testing 
pervisory post. of prospective employees; you may 
have highly formalized training pro 
Planner can aid all phases grams for new people and newly ap 
If the various types of incentive pointed supervisors. These are il] 
plans are to be considered, the planner matters of degree, and for decision . 
‘ oe, A can advise, on the bas! of his experi: within the individual company a ord 
nent. They cost and weigh about 50% ence and his knowledge of the new ng to its size and the complexity of 
4 less than steel; cost less than some cor- system, where straight incentive pay ‘ts operations. 
in rugated paper files. They’re shipped sui te ¢alachil anal whoo  @auld Wh ‘ea ’ : 
assembled, ready for use. eae ey ge eg sd a lat the planner can do Is give you 
NOW-—smooth, staple-free be ineffective. He can help you, again the outline of an integrated program, 
fronts make them suitable . in terms of his experience, design which is in proportion in its various 
s — for “front-office” oe sound meri pay plans 1Or employees, phases, and is entirely specinc in the 
ak dea J “gy Tp based on area pay rates, various areas where the planners facts 
| and many other sizes. He can help you determine, in terms and figures, garnered during system 
“ an Coenen peste of training time and availability of re planning, can give the human relations 
PROCESSED TO REMARK 4 placements, the most economical point program a good foundation. 
— on it which to establish ideal turnover And everything that is done must 
CONVOY, Inc. standards for each type of job. be done as part of an overall plan, 


lanner expe 


CANION 6, OHIO And, because he 1s a {| 


rienced in clerical areas, he can do all 


Ww  — these things in terms of the particular 
ves yel— 
€ HEAR 


—— drives and compulsions that distinguish 
HEAR yes teAr YE! your clerical workers from your pro 


All Tabulating Folk duction line people. These include the 


relatively yreater weight given prestipe 


- FIRST AGAIN by WASSELL 3nd pride, as against income, by Ms 


clerical worker; and the greater valu 


om 40 ‘- set on ple isant surroundings and vari 
bed ‘ ‘—- 

eS Meecegeereeedinner Stesstrecceensn ety of work. 

PLAS-TA-CARD Most important ol all, by calling on 


the system planner for help in ce sipn 


ing a human relations program, your 


company will have the same benefits 


FINGER | 
FATIGUE 7 


Not with TICONDEROGA 


Fingers won't cramp or tire even 

after long sessions with a Dixon 
- 9 ° 

Ticonderoga pencil. No finger fa- 


! 
it received from making a complet 


system overhaul. You will gain the 


| 
idvantage of an overall approach, one 


that considers each factor of a com 


PATENTED 
Self-Guides go thru Tabulating Machines—No plete human relations program, gives 


ae] 


guides to remove! No guides to replace! Make 
your tab cards as fase as the fastest card file, 
e 
Effective Tools for 
Effective Management 


each the proper we ight and the proper 


relation to all other factors, and the 


system itself. 


Sound selection, assignment, and : ; obi 
tigue common with other writing 


instruments. Prove it to yourself. 


Leotiue Re DIXON TrconppREGA sess By 


| 
training of employees. 


Scientific selection of employees for 


Try Ticonde —it’s Leadfast. 
WASSELL ORGANIZATION, INC. promotion, ind turther training of sd a _— - yes 


West rt, C. ty promoted employees. A 
mcs Pa gf eating a employees by strict TICONDEROGA 


+ ° ; 
c e 1 
$ Please send free Booklet on SELF-GUIDE : job category to maintain pay rates THE JOSEPH DIXON CRUCIBLE CO. 
i © Nam \ 
| $ oer $ within reasonable ranges. Pencil Sales Div. OM-I7 Jersey City 3,N.Y 
4 @ Company 4 
; +4 . \ good communication program be- 
$ Address . . . 
~ om $ tween management and employees; ck 
$ City Hote : termination of the nor ] point 
PPrrvriiititittii it . ation of the ecomhomical poin 
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the oth nust always depend mor 
} ' ' } fact n tk lovalt 
Nea \ ian the tactory on the iovyaity 


ind effort of human beings. 


This condition will exist, no matte 
how extensively the office is auto- 
1alize 1. 

The best syste m can only be as good 
is the people who operate it. The 
ompany pends time and money on 
buying the best and most intel] gent 
system that the planner can devise. 
If it makes no effort to employ the 
samme entific, normal approach to 
retting the est people lor cac h job 


in the ofhice, if it does not make the 
best possible use of each person it has 
person it hires, it is only do 

ing half the job on system revisions. 
The time w 


Cone when, by pres 


sure oO ompetition, by pressure o! 
unions, by pressure ol scarcity ol 
employees, the othe will have -to 
do the other half of the job. It will 


* PLAIN OR PRINTED TO 
FIT YOUR SPECIAL NEEDS 


Smith y 


PROJECTING SIGNALS ~ 


I I e 
: : \ 
Quality—Size agencies and television networks. It 
—_ i ' ' 1 
Service lumber among its chents ¢ hrysler 
Motors, Liggett and Myers, Warner 
Bros. Pictures, Benton and Bowles, and 
t=} NBA rv. It has et up a work flow 
pattern established by its own ystem 
ave time and work by flagging vital | 
Sav wk Dy Nagging wie ind procedures officer that is a model 
information with easy-to-use Smith ' \ 
in its held, and it has been able to put 
Signals on orig nal records Larger . 
+} Hare } F r} | 
sizes enable you to apply signals to he dollars it has ived on overhead 
double top folders, pressboard items as ind clerical costs into promotion ind 
well as cards or letter paper sales. \ ording to agency resident 
Smith Signals are sturdier, last longer kmilv Brooks. the tematization pro 
» of he » 2 , 
Made of hard tempered steel, the jaws cedure initiated has not only resulted 
have stronger grip P ; , ‘ 
in increased profits and prestige, bu 
Available in ‘a to 2” widths. Choice | | 1 | 
P it has also ena led tre ivency to 
of 12 plain colors or printed alphabet ' 
ically, by numbers, months or states rease the Op of its ser cs 0 
Spec al in printing available < lhe nt 
, , 
See your ottime uppl dealer [his planned evolution Wa to have 
or writ three major asp. (1) finan ul, (2) 
phy ical ind (4) proce lura In ca h 
{CHARLES C. SMITH, INC.] ise, the agency called in and em 
EXETER, NI BKASKA ploye | experts in the inious fields to 
iSsist Manayement. 
lor more than YO year ‘ m plete line ] } 
First, the entire project was laid be 
/ Le LLL senals and indexe , 
lore the agency s bank in prei\aminary 
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The office that does both of these 
} | 
it once has done its job o yodern i 
t it one tep Lhe twe mT cl 
1 
nents of er i roduction are ystem 


and people Personnel irc yust as Im 


portant a tactor is the system they 
' \ 

operate. And, paradoxically, the more 
| 11 

highly automatk the system wcomes 
the more vital the role personnel will 
| 

play. 


Automatizing your office actually 


implies the 


} assumption ot the most 
1 1 1 
routine and most mechanical tasks by 
, Line Th , | } 
ma ines, i people who remain 
To 1 \ f 1 
Will *« people who per orm tasks too 
| I 
complicated or requiring too much 


I 
human judgment to ie issipned to a 


Trae hine . 
Those people ire 


your othe 


' ' 
the lite ylood ol 


Your ofhce’s effectiveness 


1 
depends to a large extent on their 
happiness, their job satistaction, their 
feeling of identification with, and 


lovalty to. the ompany. 


Model agency 
(From page %3) 


operating group servicing advertising 


en TIFFANY STANDS 


AN WILL stOP 
THE SHAKES: 
in your office 


Tiffany's solid, steel con 


struction provides firm foundation for 
practically all office machines: safer for 


operators too. Smooth framework elimi 


nates snagged hose, scratches 


pend-ua rh 


MODEL 500%—Heavy metal castings fe 
itive-a 
ach bine 


solid base, cover retractable pe 
l-cup open top locks 5 


' 
in place, reduces the e and vibrat 

* sturdy drop leaves attach flash with top 
or low for posting tray 


custers 


Often Imitated... 
Never Duplicated 


TIFFANY STAND CO. 


7350 FORSYTH + ST. LOUIS 5, MO. 


VISIBLE | 
VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, 
Permit Comparison, Organize Facts 
for Analysis and Decision. 


Complete flexibility with limitless signal- 
ling and charting possibilities basily 
adapted to your individual records 


Lightweight panels contain clear plastic 
tubes which are individually removable 
and may be shifted from one position to 
another . Clarity of tube provides full 
legibility of contents. 


Ask the man from Acme for examples, 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
[ | Send us more information on Visual Control 
Panels 
We are interested in Acme Visible equipment 


for records 
Kind of record 


Company Attention 
Address 
City Zone State 


vii 
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How To Get Things Done 
Better And Faster 


Boardmaster Visual Control 
Gives Graphic Picture — Saves Time, 
Saves Money, Prevents Errors 

Simple to operate—-Type of Write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

Made of Metal Compact and Attractive. 
Over 100,000 in Use 


Full price $49.50 with cards 


24-PAGE BOOKLET NO. G-100 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 


di 


h 


SOUNDEX ¥%, 


absorb sound thus permit 
placement of personnel much closer 
together than in open offices . . . 
with more comfort tool And you 
gain much more productive space, 


<—_ ‘ Write for . 
| re free catalog or 
soe us in Sweet's AF - 


SRL Ine 


2417 CASTERN, 6 EC 
GRAND RAPIOS MICHIGAN 


and later in detailed form. As a serv 
‘ 1 

ice DuSsINess operating on the voucher 
! 

paid immediately 


after a job out of the agency's cash re 


system (models are 


scrvec ), the mode] agency requ res the 
maintenance of liquid capital to an 
extent that would appear dispropor 
tionate to businesses of its size in other 
fields. In a year of increasing sales, 
the supply of liquid capital must be 
built up im advance to provide tor tu 
ture estimated payrolls, It was there 
lore not feasible to commit large sums 
of operating capital to the expansion 
project lor any long period ol time, 
The project would have to be self 
liquidating within the year 

Consulting regularly with the bank’s 
officers, the agency went to work 
drawing up a completely detailed out 
line of proposed changes. Economies 
to be realized from work systematiza 
tion; time-saving methods to be 
introduced; a carefully coordinated pro 
motion program—all were blue-printed 
in advance. Estimated costs on new 
equipment; salaries of new manage 


‘ 


ment personnel; layouts of specific 
work stations; and the overall work 
flow of the office were “built into” the 
on-paper projection — of the agency. 
After months of study and planning, 


the agency was ready to “go. 
Office revamped first 


Out of the continuous study ol 
ayency operations had come a realiza 
tion of the necessity for more efhcient 
and attractive working conditions for 
management and employees alike. 
Strategic location is of prime impor 
tance lo a mode] agency. The ability 
of models to work out of a centrally 
located spot within a few minutes’ dis 
tance of TV studios, photographers 
and ad agencies can make the differ 
ence between two and four bookings 
in one day for a model. With its pres 
ent location at Madison Avenue and 
53rd Street ideally fulfilling these con 
ditions, the agency decided to find a 
more efhicient use of the space it al 
ready had. 

The job of revamping the office lay 
out and supplying equipment was di 
vided between Macey-Fowler, Inc. 
charged with creating an executive 
office that could also double as a 
conterence room—and Badger, Inc. 
given the job of setting up the a 
counting, clerical and sales section of 
the office. In each case, a multitude 
of functions had to be provided for in 


a limited amount of space. 
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As a first step, all partitions except 


the fixed masonry ones dividing off the 
executive office were removed, and 
overall fluorescent lighting was in 
stalled. Paste] shades were used to 
brighten the enlarged main office and 
to take maximum advantage of the 
daylight flowing in from two sides. 

To avoid the feeling of crowding 
and to give the agency the flexibility 3 
needed—Badger, Inc., suggested the 
creation of a central desk area that 
could be used in common by clerical 
workers. A nurmber of flexible typing 
and business machine units were also 
created by using movable business ma 
chine stands and posture chairs. These 
units are brought into the pool area 
during peak work periods. When not 
in use, they are banked along the walls, 
thereby creating additional aisle space 
in the ofhce. 

Without partitions to separate the 
different divisions of the agency, it 
was decided to set up work stations 
on a plan that would leave those re 
quiring the most privacy and the least 
contact with the public screened off 
from visitors by the sales and promo 


tion units. Accounting, collections and 


g, 
filing were accordingly arranged in 
rows starting from the rear wall of 
the office. Sales and promotion were 


arranged outwardly from the recep 
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Work 


pool desks and the 


typing and business machines 


tion desk at the entrance. 


tables, clerical 
banks of 
on stands were placed to one side, 
where they formed a_ self-contained 
unit. 

Hand in hand with the streamlining 
of the office layout went the systematiz 
ation ol procedures that also resulted 
trom the 


month long study of the 


agency's operations. \ systems and 
procedures expert with years of exper 
held, Miss Rose 


mary Hornibrook, became part ot the 


ience in the service 


management team and was given com 
| 
picte charge ol installing the new sys 
tem. 

In revising procedures, Miss Horni 


brook had to evolve a system based 


on the way a model ayency operates, 


The model's fee to the agency 1s 10 per 


cent of the value of all assignments 


which the agency obtains for her. The 


agency bills the client, and pays the 


model 90 per cent ol the stated fee 


out of its cash reserve. For this 


10 per cent, the agency develops and 
promotes the model, maintains constant 
liaison with photographers, advertisers, 
ad agencies, art directors, magazines, 


publicity people, television writers and 


directors, and 


STO 


manutacturers, The 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A wpist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


+ Sizes to Fit Any Organization Structure 

* Eliminotes All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and °>-ssehle 

* Selves Your Chart Problem Forever 
Write for Free Illustrated Folder 
with Price Schedule No. OM-11 


MANAGEMENT CONTROL CHARTS CO. 


1731 NM. WELLS ST. CHICAGO 14, ML. 
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| 
agency selects particular models tor 


each type of assignment, works with 


the client in screening, develops tc 


ins between ad agencies, manutlactur 


phers. 


Each model has a fixed basi 


ers, photogra 
hourly 
rate which may range trom twenty-five 
to one hundred dollars. a here are dit 


lerent rates when the model goes on 


do« s color 


location, when she photog 
raphy, when she works at a trade show 
There are special rates tor live r\ 


AFTRA (Amer 


Teley sion Radio 


commercials fixed by 
ican Federation of 
Artists), and there are special rates for 
hlmed TV commercials fixed by SAG 
Actors Guild) All of 


adjusied to specih 


(Screen these 
rates have to be 
issignments before an invoice can be 
prepared, 

Time scheduling is another agency 
function. The apency has to have an 


up-to-the-minute avail 


ibility of each model 


picture ol the 
Not only must 
duplication of assignments be avoided, 
mut estimates of the tune required in 


} 
traveling Irom assignment to assign 
ment must be accurate to avoid tx ups 


per onnel, ly 


ind photographe rs 


ot ad agency studios 


Two guiding principles 


| 1 
The mayor guiding principles be 


hind the procedural changes finally 
decided upon were twotold to cut 
osts by eliminating duplication of 


book and paper work; and to speed the 


proce sing of 


| 
Ma models assignments sO 


that more time might be devoted to r 


vearching the client's needs and tailor 


ing the agency's services to those needs 
The basic step taken was the cre 


ation of a centralized data card for 


each model. On these basic cards are 


listed the model's cumulative experi 


ence (each assignment by type, rate, 


chent is entered on the card), her 


complete cle scription and spec ialties 


‘housewile type,” “high fashion,” et 


Listed in four columns next to the as 


signment are date of job, account re 


ceivable (total cost to the client) or 100 


pra Valve 


per ent, account | 


(total paid 


to the model by the agency) or YW per 


cent, and commission earned (agency 


prohit) or 10 per cent 


\ next step was the scheduling ol 


two monthly payroll aay covering 


fixed periods in place of the continu 


ous payment plan that previously pre 
! 
vailed. 
Twice monthly, 
Addo Grand Total 


ing percentage 


tapes are run on 
Machines, 


pronts as indicated in 


itemiz 


Use Readers 


= 


Problems with “CUPPACK”’ 


Cups 


. ‘ 


New ease and % 


speed for secretaries \). 


re 
bald 

“J 
4 


... with Sec-Tray* 


Globe-Wernicke’s exclusive new stationery 
tray fits snugly under typewriter platform— 
«ives extra space—pulls out eesily—puts a 
full supply at fingertips—eliminates tiresome 
twisting and turning. For you, Sec-Tray 
means greater work output everyday, Call 
your G/W dealer . or write us direct, 
Dept. G11. 

(*Reg. UL S 

Trade Mark) 


i 


CINCINNATI 12. ONIO 


~ 


? 
g @ 
Yemen 


sorve Coffee Break 


complete with ingredients in 


packet eliminate mess in serving hot 


and cold drinks and soups 


Mechan 


ical cup dispenser available 


Cc 


ups with quality nationally advertised 


products such as 


Coffee Black 


Cream of Chicken 


Cottee Creamer Soup 


Cottee, Creamer 
Sugar Soup 

Hot Chocolate 

Tea, Lemon, Suger 


Inquiry Coupon on Last Page 


Bee! Vegetable 


Beef Onion Soup 
Potato Soup 


DISPENSER 


Wail Coupon Taday for Pree Samples 


TEMP.REX CORPORATION 1 
PO8B. 1747, White Plains N.Y ' 
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it's the BLADE 


ORIGINAL DUX 


the twist of 
Spillproof 
choice of 
wide variety desk 
pocket models 
genuine 
tooled 


the 


three 


FINE 


your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 


675 Cooledge Ave. Dept.¥-11 


that makes the difference! 


«« « the razor-sharp, replace- 
able blade found only in the 


Precision Pencil Sharpener 


Always a sharp point with 
wrist 
container in 
colors 
and 
including 
leather-gold 
FOR 
CHRISTMAS GIFTS. See 


Atlanta 6, Ga. 


the 


Pe | CAN PROG eo 


commission earned column on the Brooks, is the fact that it has elimi pin-pointing the types of models spe 
data card. These tapes are then coded nated time-consuming cross reference cializing in particular media, it has 
according to a number on the data of account books. It has also facilitated increased the effectiveness of the in 
card and form the basis lor arriving the running ol cumulative tapes on ac formation offered clients. 
at the model's pay for the fixed period, counts receivable , accounts payable and According to Miss Hornibrook, 
When the model has been paid, the commissions payable for fixed monthly agency has tried to apply some of the 
tapes for that pay period—along with periods, thereby giving management a principles underlying modern data 
the vouchers presented by the mode] clear-cut picture of the financial status processing, even though the setting up 
; as evidence of assignments completed of the agency at all times. of an elaborate machine system would 
during that period—are filed and the The centralized data card has also not be feasible for an operation of this 
model's account with the agency for made it possible realize valuable size. The benefits realized have been 
that period is closed. time savings in servicing clients. In better office morale, faster service to 
The signed voucher presented by the tub files along one small wall section, clients, lower overhead, and an in 
model to the agency is not only evi the agency has created sets of avail creased flow of information to manage 
dence that the model has worked ability cards hled according to type ot ment. 
through the agency, but acts’ as a con assignment, media, rate and previous 
tract between the client (ad agency, experience. Using a different color Brainstorming— 
IV station, photographer ) and the for each classification, each card 1s 
ayency, The moment the voucher is coded to correspond to a centralized (From page 46) 
3 returned to the agency, therefore, it is data card but lists only data relevant ly before World War II by Alex F. 
“4 given an invoice number (also ind: to its classification. In this way, in a Osborn, a former school teacher who 
cated on the centralized data card). matter of minutes, the agency can list had later become co-founder of the 
\t the same time, an invoice is made all models available for particular ulvertising firm of Batten, Barton, 


’ 
cording 


jx rlormance 


each model 


out directly from this voucher, 


and 
More important still, ac 


apeney 


c arming ple ture on 


president 


Emily which 


inp 


out Spec ialized a 


prey 


atlability 
ous media instead of the 


iously Was 


_.THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


19829 W. McNichols Rd., Detroit 19 


For More 


Information From Advertisers Use 


1 
and the types of assignments without search Durstine and Osborn. 
data card is brought up to date on the ing its main hile. rig ely to solve 
assignment covered b 1¢ voucher. 1 creation of mailing plates to . 
it t 1 by th | I} ling plat t els 
The use of centralized data cards correspond to these classification files many goo 
gives the agency an up-to-the minute has also permitted the agency to s¢ nd 


lists to vari tions, 


general mail 
By 


1 
used. For example, 


t has al answers lo a 


Situations and 


advertising, 


It has been used 
] 1) | 

problems On All ley 
yreat 


proble ms, as 


! } ; . 
well as problems in the areas ot opera 


sales promotion, 


public relations and many, many others. 


a department ola large 


DIES ano PROOFS 


Goruine BUSINESS CARDS 
500 $11 © 1000 $15 


BUSINESS ANNOUNCEMENTS 500 OWLY $28 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF - 


Readers’ Inquiry Coupon on Last Page 


GENUINE ENGRAVED 
Le sain. EADS 


$f 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


FOR 2 


1000 | 


MANUSCRIPT 
COVERS | 


$3 50 
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cor iny re lizi r that 1 ntional 
1p » Fealzing that conventional 


hiiing systems were ina leq late in their 

operation, through brainstorming, de 

' , 

c yped 1 compictely new and origina 
tem ol hling 


\t the beginning of the session, the 


suyye stion offered scemed quit ily 
ru as the conference le eloped, tn 

\ ideas were the ones that trig 
gered suggestions that finally solved 
the proble ! 


In many cases those not too tamiliar 
with brainstorming want to confine the 


ic ANIC Ue lo top le vel proble ns. \| 
brainstorming will often pro 


though 
ide the answers to these situations, the 
technique can ilso be effectively used 


for an original and effective solution 


for routine things. 


One company v hich had a common 


Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam 10 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


oer nn 
Jee —_ 


o . 
your JOENTIAL 


in went 

* 

*=ece 
' 
' 


~~ S 


The only office paper? 
shredding machine that 
destroys confidential pa-t 
pers quietly and cleanly 
Greater capacity, speed 
and safety than ever be- 
fore! Compact, modern % 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 
Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of 
all businesses, large or 


* 
7 UnmeaDasLe sHetos & 
come ourwene 


* 
- - 
eee 


FREE: 


a 
Illustrated descrip- 
tive folder in- 
cludes 10 day free 
trial details. Write 


smal). “BANTAM 10” on 
your letterhead or 
posteard, and mail 
today to 


TER ‘@../. 
9 East 40th Street, New York 16, N.Y. 


Ask for brochure DO 


Manufacturers of the most complete line of 
Office and industrial Shredding Machines! 
A Division of Self Winding Clock Co. inc 


NOVEMBER 1956 


. . , , 
yuUSINess problem the daily handling 


ind routing ot hundreds of magazines, 
; 
newspapers and periodical decided 


dle the literature The objective va 
to find a better way of getting the iu 
a rhe naterial trom person lo person, 
while eliminating delay ulation o 
nagazines to those who didnt want 
them. and the labor of mat! girls and 


office bovs who were assigned the duty 
| | — 
of making distribution 


The wainstorming session was con 


ducted in the mailing department. At 
the beginning, suggestions included 
everything trom road isting re vdings 
of the material over the public addres 
system” to “burning the material as 


| 
soon after it entered the building a 


j 
[MOSSITDIC 


| 
Memo proved solution 
finally evolved ind has 


What 


solved the problem without keeping the 


| 

material from interested people—was a 
centrally located “business publicatior 
lil ble” = 

iobrary table and a daily memo circu 
' 14 bie 
lated company wide listing ivailable lit 
erature. Result: Busy executives and 


their secretaries are not “bombarded 


with excess material. When there is a 
yublication that they do want, it’s a 


tor it And, just 


oad on the maniny 


imple matter to send 


iS Imp rtant, the 


cle partment has been alleviated 


In itself, the solution to the problem 


is quite simple. But through brain 


storming, creative mayination was 


stimulated enough to produce the right 
idea. Without the session, in all prob 
ibility, mail girls would still be lugying 
heavy loads ol inread publi iin 


rom ofhice to othce each day. 
Another really easy office proble n 
that has been solved through brain 


storming is more ethcient arrangement 


; , 
of office furniture. ‘True, not an earth 


, , , : , 
haking ce clopment but the act stil 


remains that one om pany had in 


awkward furniture arrangement for 


1 \ 
vears until office people got together 
' ‘ 

lor a short brainstorming session and 
ime up with a suitable answer 

(| cours ia ‘ ‘ leas could 
have been “dreamed-up without 
braimstor mirigy Hlowe the ( 
point is that ecaAuUs reative nayina 
tion 1 lor nant no > j ra 
torming 1! i e hod t i othe ‘ 

1 

In Waking it 1 groups Oo Opie 

LT here ire mn remarkabpit piu 
actors in brainstorming. One it can 
| ! ! 1% , 
handle larye of Ld probviems. lwo 
t is stimulating creativeness and en 
thusiast ng nine Te 
usiasm among employees on all lev 
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els and most Important it 1s working 


Not all of the ideas nr 


new but when creative imagination is 


produces arte 


mut to work, old ideas came torth in 


original and retreshing editions, 


onverting ordinary 


meetings into stimulating hica- getting 


sessions It's Workin well tor hun 


lreds of 


industries ind, i carried 


through properly, i can work tor you, 
too. An unsuccesstul attempt usual 
ly an indication that somewhere along 
th liy ] i th , na 
trie tine one or tii 4) 1 Vraoute 
rules has been wlated It vour first 


ittempt does not work, go back and 


rou id rules 


, — ’ P 
Acincinber, rainstorminyg 


off in a big way in sales, operations 


and every other phase ot business It 


yet on tlhe bandwagon 


ind try apain 


* Eraserstik 


No mistake about it—this 
gleaming white-polished 
EraserStik mokes all the 
difference between — ‘Nice 
work, Miss Jones!” and an 


> vs.a.7099 


| angry rebuke. 
\Z Becouse EraserStik erases 


without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
ond Typist in our office is in 
love with her EraserStik, 


ERvicl) U.S.A 7O99B 


ALL 


Remember, it isn't a gen- 
_ vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stationer today. 


er GRASERSTIK 
TIK 


aSER 


PENCIL CO_,INC. NEWARK 3. N J 
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ATTRACTIVELY STYLED 


{4 *& Smooth Contours 
wv *® Rounded Edges 
*& Full Round Tubular Steel 


ENDURING STRENGTH 


* Continuous ring of steel rigidly fastened 
2. completely around the top—solidly ties 
w4 top and legs together 

* Full — Solid Steel Top — no slots or 
UL 


openings 
*® One-Piece Stamped Base 


SILENT STEEL 


rn *& Steel top is undercoated and fully in- 
60) sulated by special sound absorbing 
‘ J compound 

. . . . 

J *& Cushioned guide bars and retainers 


*® Soft rubber casters . 


.. soft rubber feet. 


Model B605 
Business Machine 
Stand with 
Cushioned Bars 
and Retainers 


A Complete Line of Stands, Steel Chairs and Stools \ 
and a De Luxe Personal File : 
BADGER, :n<. 


KING AT FRONT ST., LA CROSSE, WIS. 
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Brochures 


Catalogs, Booklets, 
for the office 


Office Layout 
Art Metal Construction Co., Jamestown 10, N. Y. Things 
To Be Done When You Move Or Rearrange Your Office, 


booklet on making efhcient use of office space. (1) 


Steel Chairs 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. 


Catalog on steel chairs, in 
cluding secretarial and executive pos 


ture types, side chairs, and other de 


SINS. (2) 


Insulated Files 

Meilink Steel Safe Co., 1672 Oakwood Ave., Toledo 7, 
Ohio. Catalog section covering the Hercules line of in 
sulated files (with Classes C and D labels), with specifica 


tions and information on such accessories as posting trays. 


(3) 


executive Furniture 

Arnot Jamestown Dhiv., Aetna Steel 
Products Corp., 730 Fifth Ave., New 
York 19. 
executive furniture, including both 


wood and steel models. (4) 


Folder on Arnot’s line of 


/ 


ae 


Xerographic Duplication 

The Haloid Co., 2-20 Haloid St., Rochester 3, N. Y. Six- 
page brochure illustrating and describing important develop- 
ments in xerographic duplication. (5) 


Labeling Problems 


Allen Hollander ( Ous Inc 9 


385 Gerard Ave., New York 
31. Portfolio containing 15 case studies on the use of pres 


sure-sensitive Able-Stik labels. (6) 


Business Furniture 
Hamilton Mfg. Corp., Columbus, 


Ind. Folder on the Cosco line of busi 


ness furniture, with illustrations of 


(7) 


chairs, settees, sofas, and tables. 


AMA Intra-Company Management Program 

American Management Association, 1515 Broadway, New 
York 36. Booklet describing new AMA service in supplying 
conferences, courses, and meetings on business subjects with 


in individual company organizations. (8) 


Correspondence Improvement 
Leahy & Co., Management Consultants, 337 W. 27 St, 
New York |. Proposing a Program for Correspondence 


Inquiry Coupon on Last Page 
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Improvement in Your Company, a folder describing meth- | 
ods of improving the quality of business correspondence | 
and lowering its cost. (9) 


| 
i 
i ' 
: that's 
intercom Systems A R E A 
Radio Corporation of America, Com- L 
" 
mercial Electronic Products Div., Build Cc L E A N - U p " ! 
ing 15-1, Camden, N. J. RCA Multi- 
Com, folder, in color, on the new 
ae ; » Ww s ‘ , 
Multiicom line of intercommunica RCA MULTI-COM — Robert JET ERASER is the perfect 
. i mateh-mate for gifts of writing materials a 
tions equipment. (10) . a “remembrance” gift, useful and pleasing the 
| en eye ety me year-round to executives, employees and your 
% firm's customers. 
ae a a pr pen cylindrical stick eraser is en- , 
cased in an attractive, transparent plastic hold- 5 7 
Security Stee] Equipment Corp., Avenel, N. J. Catalog er. Tip unserews so eraser can be moved out- : ie 
on Versa-Line office furniture of the modular type, includ ward, 1 ops for typing, accounting, drafting, i ae 
ing desks, tables, cupboards, files, cabinets, partitions, ete. — and student use. NOT a mechanical = ey 
« ‘ 
q (11) Choice of 
RED RUBBER 
Letterheads For Pencil Erasing 
The Gilbert Paper Co., Menasha, GRAY RUBBER 
Wis. Brochure on 14 letterheads se For Erasing Ink & Typewriting 
lected for their desiga qualities from GREEN RUBBER 
entries in a contest sponsored by Gil For Erasing Ball Point Pen & Pencil 
bert. (12) Pocket Clip Style for General Use 
Brush Whisk Style for Typist« 
Refills 
Kxecutive Furniture . 
Lehigh Furniture Corp., 16 E. 53 ) 
‘ he ak oe tel Waldon Robeils Granan 
es cw or Like upplementary cat n | 
alog on the Lehigh line, covering a (gree ¢; Ow | 
number of new items, including chairs, : 440 waltEE Us | 
swivel chairs, sotas, cabinets, desks, 
ind conference tables. (13) 
Packaging Tape WELDON ROBERTS ERASER 
. 7e°"s , 
Permacel Tape Corp., New Brunswick, N. J. Brochure NO. 440 GREEN GLOW 
on Permacel 97 and Texcel 45 tapes used in printing, The ideal all-around pencil eraser and “clean 
packaging, and identifying, with descriptions of uses er”. Fine texture, attractive soft green rubber 
(14) Popular “stubby” bevel shape, KING SIZE 
(Actual size illustrated) 
Tranducent Papers @ Larger Use-Surface; 2 to 3 Times the Wear 
Nekoosa - Edwards Paper Co., Port © Easier to Hold , 
Edwards. Wj mE Ry x @ Less Likely to be Lost or Mislaid 
rane wiles >. Seeaee eee earners @ basier and Quicker to Lind on Desks or in Drawers 
samples of Master-Lucent and Super A Mighty Useful Paper Weight Ze 
Lucent translucent papers, particularly Order these Weldon Roberts Erasers NOW at 
cle signed lor diazo proce $$ ofhice copy from your stationer. NE 
ing machines. (15) it 
WELDON ROBERTS RUBBER CO. pei’ 
365 Sixth Avenue, Newark 7, N. J. . 


World's Foremost Eraser Specialists 
Envelope Design 


Columbia Envelope Co., 2015 N. Hawthorne Ave., Mel rk = 


rose Park, Ill. Type for Envelope Designs, a \00-page, spiral 
} 


a oo nae 7 


Correct Mistakes in Any Language 


ound relerence book on ty} designs lor business cn 


—— 


velopes. (NOTH This publication is priced at one dollar 


. 


readers wishing to obtain a copy should contact the com 


pany directly.) 


For further information, use Reader Inquiry Card on 
page |00. 
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ADVERTISERS’ INDEX 


reconcilement 
costs jp TQ 90% 
with Lithofold’s 
ELECTRONIC 
CHECK © 


‘s naga d voucher 


check set 


with no change in your 
present method of preparing checks 


NOW you can reconcile your 
checks by automated meth- 
ods — instead of hand sortings. 


HERE'S HOW IT’S DONE 


The check portion of the set is a tabu- 
lating card pre-punched at the factory 
with the consecutive number. 

A sorter will put checks into exact 
numerical sequence. 


A tabulator can list all check num- 
bers cleared, and signal location of 
missing numbers. 


Or a collator can compare cleared 
checks with a control set of cards. 

Total of unmatched checks, plus 
bank’s total pay-out completes your 
reconcilement . . . at a small fraction 
of manual cost. Many banks offer vary- 
ing amounts of reconcilement service 
on these checks . . . which can further 
reduce your data processing expense. 


An Automated Form 
YOU Can Use NOW 


WRITE TODAY for DETAILS! 


see-sirwen st. 7 st. Louis 15, Mo 
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CLASSIFIED ADVERTISING. 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


WANTED—ALL TYPE OFFICE Ma ‘ | g Equipment, Oth 
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B&LS Co., 6605 Harrisburg Bivd., Houst Texas. Wa 
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USED KARDEX FILES, Egry Register, Todd Signature macl I 
Var c ~ Cantos Ot 


Business Opportunities and Services 


Chair courtesy Shaw-Walker Co. 
MAIL ORDER OPPORTUNITY Exciting home | r off 
line. M executive will s 


Tmo ener | Office managers lean 
stent aah oe eet heavily (and safely 


I ot Hollywo Blvd., I Angele ( 


Nothing turns office managers grey faster than the 
sight of top brass suddenly hitting bottom when the 
tilt controls of their chairs give way. 

Learn to Apply This can’t happen with Flo-Tilt controlled chairs, 
ELECTRONIC COMPUTERS however. A Bassick exclusive, Flo-Tilt operates on the 
torsion principle—using rubber encased under a 
In Business 40,000-lb. pressure instead of springs that can fatigue 
or break. Tilting action is easier, smoother, safer 
Needs no lubricating. 


Electronic Data Processing permits faster reporting of 
more worthwhile information at less cost. Are you, your 


employees, and your Company preparing to gain from The Flo-Tilt control is a hallmark of quality on an 
the opportunities offered by E D P. office chair. Leading manufacturers use Flo-Tilt con- 
BUSINESS ELECTRONICS can help you with a Corres- trols—look for them on the chairs you buy. THE 


pondence Course designed to teach PROGRAMMING 
FOR BUSINESS COMPUTERS. 


Write today for free details 


BUSINESS ELECTRONICS. INC. 


Educational Section 
Box 3330 Rincon Annex San Francisco, California 


BASSICK COMPANY, Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


How to tell a Flo-Tilt control 


HIGH PRICES PAID 
FOR 
USED BOOKKEEPING MACHINES 
CASH REGISTERS—BRANDT COIN CHANGERS 


NATIONALS—306!2 (120) (124-2K) REMINGTONS—4685-E or F sY-160 


18 AB 3-50.000 and over 000 and over 
OUGHS —7 M-215 M-222 CASH REGISTERS —4064 (4-14 . ' . P 
ee te 806 - . 1500. 1900. 22010. (123) ny There are no springs! Neat This rubber encased torsion 
SENSIMATICS—F-100 F-200 F-300 ELLIOT-FISHERS—CAX43EK 7300,. clean appearance. Cannot cylinder controls the tilting 
F-400 F-500 000 and over squeak! action 
NATIONALS—3!-!0-10(22) 26 BRANDT COIN CHANGERS—<'s 
A-219@ (64 up) (Ii) (12) 60, 61, 100, 101, 150, 200. 20! 


Advise complete mode! and serial numbers for our quotations. If our 
prices are acceptable, we would send our check in advance and have « ? = 


the equipment picked up, uncrated, by our forwarding agent in your ‘ a 

L. A. PEARL CO., Dept. 11M Ys, 
140 WEST 42nd STREET, NEW YORK 36, NEW YORK Ms A DIVISION OF 
onenauiee wt srt y , ARING WORT FUNDS OF CASTERS «= MAKING CASTINGS 00 Mont 
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GET MORE 


~ INFORMATION 
quickly -- eabily — 


On New Products 
alter. 


_ Obtain New Catalogs 


and Helpful 


OFFICE 


212 Fifth Avenue, New York 10, N. Y. 


Literature 


MANAGEMENT 


INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


Please forward to the congo companies, our r 
further information on 

There is no obligation to us for this. We understand this is 
4& service to us as a subscriber. 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


uest for 


e items we have circl below. 


NOVEMBER 1956 ADVERTISEMENTS 
(Circle respective page numbers ou which ads appear) 
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CATALOGS AND OTHER AIDS 
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outstanding in looks...outstanding in value! 


BORROUGHS 
“CYCLOPS” Swing-Door SUPPLY CABINETS 
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improves appearance and efficiency of office 


Space does not permit us to list here the many features that make the Borroughs 


r~) 
‘ 1 handle “Cyclops” the most outstanding swing-door cabinet value on the market. We 
does the have prepared special literature on the ‘Cyclops’ that tells the complete story. 
‘9 So before you decide on any new cabinets—supply, combination or wardrobe 
work of 2 


write us and get all the details regarding the Borroughs ‘‘Cyclops’’. You should 
by all means have Borroughs’ Metal Office Furniture and Steel Shelving catalogs 
in your files. 


send for catalogs today 


BORROUGHS MANUFACTURING COMPANY 


3036 NORTH BURDICK al KALAMAZOO, MICHIGAN 


@mp Plants and other Subsidiaries: ‘American Metal Products Co.—Detroit, Michigan Union City, Tennessee AllianceWare, | Alliance, Ohio 
Kilgore, Texas—Colton, California General Spring Products, Ltd.—Kitchener, Ontario, Canada Tube Reducing Corp 
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comes to POSTING... | 


these 10 keys 


make all 


Underwood Sundstrand’s 10-key touch-operated \ccount Recemabl right throug! to General 
keyboard | Casy to le arn, increase YOU Operator : Ledger lhe keynore impli t\ thre simpli it 
speed and accuracy, ends eyestrain and “head of the new tandard in ke boards 10 key bon 
swing’ fatigues It’s a “natural” for posting full details. call uur Underwood Othee, or write 


UNDERWOOD Goi CORPORATION 
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